OXFORDSHIRE COUNTY COUNCIL


Social & Community Services Directorate


JOB DESCRIPTION
	
Job Title:   Administrator - Community Support Services 
Service:   Social and Community Services
Team:    Adult Social Care
Grade:   G7
Hours:     Up to 37 hours per week
Job Type:    Permanent
Responsible to:   Community Services Team Leader or Manager
Responsible for: None 
Budget responsibilities: Non- pay budgets reconciliation & procurement

The Social and Community Services vision is to support and promote strong communities so that people live their lives as successfully, independently and safely as possible. We believe that people themselves, regardless of age or ability, are best placed to determine the help they need.

Staff working in Adult Social Care in Oxfordshire will:
· provide a proactive personalised approach to the delivery of care;
· respond to people’s needs in a timely manner;
· focus on improving people’s well-being;
· promote and support people to be responsible for their independence;
· give people greater choice and control over the care that they receive;
· take account of people’s risks and safety at all times;
· support people to achieve the outcomes that are most important to them using all available resources and taking responsibility for the public purse;  
· work in accordance with the Oxfordshire's values  https://intranet.oxfordshire.gov.uk/cms/content/our-organisational-values-and-behaviour-framework

This will be achieved by:
· innovation and creativity in meeting needs;
· a commitment to service development;
· partnership working with individuals, other professionals and wider local networks to deliver an effective and affordable service;
· outcome focused working to identify opportunities to meet needs, demands and achieve aspirations;
· taking ownership and doing all we can to effect positive change; 
· flexible working to meet the varying demands across the different teams;
· promoting and supporting people in identifying, and managing their own risks;
· preventing the need for ongoing care.

Our guiding principles

We:
· put people and their experience at the centre of what we do;
· work as one team, taking ownership for your work, respecting your time and that of others, only involving colleagues if necessary
· build social value in our work;
· work with individuals, their families, partner agencies and communities to improve and inform services;
· share information with the person about their care;
· see our contribution in the context of the overall services;
· have internal debate and external unity;
· are open to new ideas, seek and act on feedback and have a continuous improvement and learning culture;
· make the best use of available resources;
· make evidence based decisions and support others to do the same.


MAIN PURPOSE(S) OF THE JOB:

To provide comprehensive and effective reception duties to people who use the service, visitors and contractors.

To deliver administrative support to operational staff for the Community Support Service teams whilst having responsibility for ensuring that they work within departmental policies, procedures and guidelines including but not limited to Data Protection Act, confidentiality and information sharing protocols, and that these are adhered to and concerns raised in accordance with these polices. 


Roles and Responsibilities:

1. To ensure statutory requirements are met
· To deputise for the Community Service Team Leader and Co-ordinator in their absence and have responsibility for organising the operation of the service whilst working in a person-centred and flexible way to support people attending the service in fulfilling their chosen lifestyles. To contribute to the planning and development of services ensuring that people attending the day service are included and supported to participate in those processes and to actively encourage the inclusion and participation of people attending the service in local networks.  
· Support the team with all their duties at the service including personal and healthcare provision. 
· Assist the support staff to support and empower people attending the service to have choice and control of their lives within a risk management framework which is regularly monitored and reviewed as required. 
· Support individuals or groups to prepare, plan and book various activities including sport, leisure, recreation and college courses. Supporting staff to set up rooms in preparation for activities, including working knowledge of Interactive screen and public use Computers. 
	
· Deliver a customer focused service in accordance with the standards set out in the council "Customer Service Codes of Practice", https://www.oxfordshire.gov.uk/cms/content/customer-service , individual ‘Service Level Agreements’ and in line with our organizational Fluency Duty principles.
· To introduce, develop and maintain office systems (electronic and paper) as directed by the Manager, e.g. to include assisting the teams to manage electronic folders, systems, recording absence, etc. to compliment Oxfordshire County Council's Integrated Business Centre (IBC)
· To take telephone calls and, in the absence of professional colleagues, to take accurate messages, take appropriate action when necessary and deal with callers tactfully and sympathetically.  To forward messages electronically, when appropriate, using the range of integrated systems available. Deal with enquires and complaints where appropriate before escalating to Management team. 
· To handle all information confidentially according to OCC's Data Sharing Policy. Required to use Liquid Logic to maintain and Update highly sensitive information. 
· To provide general administrative support to designated teams, to include photocopying, word processing, creation/maintenance of Excel spreadsheets, Updating LAS and Booking systems etc. 
· To use the Outlook Calendar to maintain diaries, including, scheduling and arranging meetings and operating other associated systems. Booking Team and /or individual staff training. 
· To undertake all relevant administrative tasks and responsibilities associated with meetings, including the preparation and circulation of electronic papers for meetings and the taking of minutes where essential. 
· To Collate & provide budgetary and statistical information including LAS, Booking System, GR/IR and required reports and data for the teams, utilizing available systems and software. Record & maintain Sickness Monitoring, Training Matrix & Annual Leave Reconciliation.
· To support the Team Manager to undertake effective financial accounting by following delegated tasks. This will include income and expenditure reconciliation. Fuel receipting, RBS reconciliation for all cards. Budget Monitoring. Negotiation of Contracts for services such as Vehicle Leasing and Grounds Maintenance.    
· To maintain stocks of required stationery, e.g. information leaflets, forms, stationery, literature, Personal care products etc. Stock control of groceries including meals for people we support. 
· To effectively use the procurement system for ordering supplies and services and goods receipting via the IBC system. Responsible for resolving supplier Invoice queries, GR & IR reporting and budget monitoring. Booking and Reconciliation of Agency staff.  Maintaining contracts and Purchase Orders for facilities including grounds maintenance and personal care services. Negotiating Vehicle Contracts ensuring quality of service and best price met. 
· To follow OCC's Corporate Retention Schedule for archiving information. 
· To continue to develop the necessary skills to be flexible in support of the development of the Directorate and the wider organisation.
· Act as a key holder with responsibility for building security. 
· Look up information to answer complex queries, including requests for statistical information from internal and external customers. 
· Maintain Diaries and appointment systems, scheduling and arranging meetings. 
· Organise meetings and statutory events (e.g. Review meetings & CPAs) ensuring that appointments are realistically planned with regard to timing and venue. Booking venue, catering and resources appropriately and preparing materials to support the event. 
· Provide cover for senior colleagues during periods of annual leave and absence from the office. 
· Create and Maintain building inventories. Sourcing Furniture and equipment from other county properties. 



2. To work within safeguarding policies and procedures

· Demonstrate an understanding of the need to safeguard and promote the well-being of vulnerable adults and adhere to policies and procedures as necessary.
· To identify where a ‘Safeguarding Alert’ needs to be raised; ensuring a timely escalation of these concerns. To adhere to this in a sensitive and confidential manner.


3. To promote health and wellbeing through integration and links with local community including voluntary community partners
· To provide administrative support to the teams so that they can work collaboratively with teams and services both within and outside of Oxfordshire County Council to ensure a coordinated and effective service is provided to the individual. Scheduling Community volunteers to attend site. Pass on information re; events around the County for People We Support to attend.  


4. Professional development and working in best practice
· To take ownership of own professional development; attending training, workshops, courses and meetings. Complete mandatory courses online. Undertake essential systems training with confidence to pass knowledge on to colleagues.
· To share learning and expertise across the organisation by supporting the recruitment process, induction and supervision of staff on IBC and essential training.
· Work at any location in the Community Support Service area where there is a business need. To provide cover in other Day Services across the County including County Printer Finishers when necessary. 
· Supervision of staff to help with IBC, inputting Annual Leave, overtime, expenses, etc. 
· To attend, participate and periodically lead on topic discussions and development.
· To act as a champion in an area of expertise / special interest. 
· To attend and utilize supervision and appraisal to identify opportunities for development and new ways of working 


5. Service Development
· To contribute to the development of the service i.e. by communicating new ideas, through means such as briefings, completion of council surveys, and team meetings. 
· Introducing new systems and processes to increase efficiency in financial reporting.


6. Performance
· Support successful delivery against team and individual performance targets.
· Support individuals to use Oxfordshire County Council's Comments and Complaints policy when necessary
· Producing monthly Business Continuity Plans. 
· Collect, process and input date to meet monthly deadlines across all systems
· Advising staff on HR issues, ensuring staff are set up on all systems and have completed essential training. Processing Sicknotes and maintaining sickness records.  


7. Equal Opportunities / Diversity

· Oxfordshire County Council is committed to an Equal Opportunities Policy, which affirms that all staff should be afforded equality of treatment and opportunity in employment irrespective of sex, sexuality, age, marital status, ethnic origin or disability. All staff are required to observe this policy in their behaviour to other employees and individuals they work with. 


8. Health and Safety

It is the responsibility of every employee to co-operate with their employer to ensure the effective discharge of health and safety responsibilities. As an employee supporting/caring for people we support you are expected to:

· Undertake health & safety training as directed by line manager and be part of and promote a positive and pro-active health and safety culture and undertake all necessary health and safety training.
· Ensure incidents are entered on line asap and reported to senior management if moderate or high and report to RIDOOR where applicable.
· Ensure you are familiar and comply with the Council’s health and safety policies and procedures. 
· Ensure risk assessments in accordance with Council procedures are undertaken to reduce risks to a level that is as low as is reasonably practicable.  This must consider hazards to employees, clients and others who use our services; Individual risk assessments should be completed with full contribution from the individual involved.
· Follow all appropriate safety instructions and use safety equipment provided. Follow up service calls and maintenance on equipment. Responsible for ensuring vital equipment e.g. Hoists are serviced. 
· Effectively and accurately record all relevant information regarding the individual and support individuals to keep Whole Support files and activity records up to date, uploading documents to Share-point where appropriate.
· Support individuals with their medication after appropriate training and assessment according to policy and procedures.
· Ensure any practice which may threaten the health, safety and well-being of people we support /service users is brought to the attention of management.
· Ensure safety events (accidents, incidents and near misses) are reported with a view to preventing a recurrence. 
· Responsible for Room Hire ensuring OCC safeguarding procedures are followed. Creating invoices and maintaining Hire Agreements and Insurance. 
· Complete COSHH Risk Assessments. 
· Ensure the recording of weekly Fire Checks and executing 3 monthly fire evacuations
· Report all Health & Safety issues to the Facilities Management Helpdesk and ensure all outstanding reported issues are completed. 
· Liaise with the cleaners and the Property Helpdesk to maintain a high standard of facilities management. 
· Undertake delegated tasks from the Team Leader which may include; facilitating day-to-day staff practices within the team, medication administration, vehicle safety checks, risk assessment processing. 

Finance 

· Answer Finance queries, dealing with outstanding invoices.  
· Accountability for handling all money within the Day Service. Cash and EPOS payments. 
· Banking using IBC and reconciliation of all cash and EPOS Payments 
· Responsible (along with manager) for finance including SAP monitoring and budget forecasting, monitoring of Procurement cards and ensuring the reconciliation of all cards. 





The nature of this post will require flexibility to meet service needs as they arise which may include some work outside normal office hours including responses to emergencies.

The job description is not intended to be exhaustive. The post holder will be expected to adopt a flexible attitude to the duties which may have to be varied after discussion, subject to the needs of the service and in keeping with the general profile of the post. 

The post holder will be based in an agreed service location within Oxfordshire's Community Support Service with flexibility needed to move between the service locations should the needs of the service require this.  

From time to time you may be asked to work at a different base to cover operational needs.

Oxfordshire County Council is re-organising office accommodation across the county, and the location of this post may change. The successful applicant for this position will be kept informed by his/her line manager of any proposed change in location.




OXFORDSHIRE COUNTY COUNCIL
SELECTION CRITERIA

Job Title:   Administrator Community Support Services

	Factors
Essential/Desirable
	Criteria

	1. Educational achievements, Qualifications and Training

	Essential





Desirable
	
· Good literacy and numeracy skills
· Excellent IT skills 
· Able to attend training events and be responsible for personal development
	
· NVQ 3 in Administration or equivalent
· Database experience
· Makaton, Intensive Interaction


	2. Experience, Knowledge, Understanding and Skills

	Essential
	
· Experience of working in a busy electronic office environment 
· Up-to-date working knowledge of MS Office – Word, Excel, Outlook 
· Taking minutes at meetings
· Maintain records, statistics and other documentation as required. 
· Understanding of confidentiality and information sharing protocols


	Desirable
	· Experience of working with people in a  relevant social care setting
· Excellent customer care qualities
· Excellent organisational skills including ability to set up and/or maintain systems, both electronic and paper 
· Good understanding of the need and ability to maintain effective financial systems and procedures
· Ability to prioritise workloads and respond to urgent situations


	3. Job related attributes & skills

	Essential
	· Understanding of and commitment to Health & Safety
· Positively communicate and relate with people using the service, carers, colleagues and partners
· Professional and tactful attitude
· Ability to handle information confidentially and wok under pressure
· Reliable, honest and self-motivated 
· Confident to undertake sensitive work
· Is available and approachable and takes time to consult and communicate
· Able to work well as part of a team and on own initiative
· Manages workload effectively to ensure that targets and deadlines are met
· Stays calm under pressure
· Accepts and responds to constructive feedback
· Identifies and takes up opportunities for self-development
· Acts with integrity, honesty and impartiality
· Contributes to the development of the service
· Manages work effectively to ensure that targets and deadlines are met
· Ability to operate in a climate of change and to embrace new ways of thinking and working
· Highly organised with a solution focused, logical and innovative approach to challenges
· 

	4. Strategic Awareness

	Desirable
	· Awareness of and ability to articulate the broad organisational goals and outcomes.

	5. Equal Opportunities

	Essential
	· Commitment to and understanding of the principles of Equal Opportunities for all in employment and the delivery of services.
· Acknowledges respects and responds to individual differences and diversity requirements.

	6. Special Requirements

	Essential
	· Satisfactory Disclosure and Barring Service (DBS) check.
· Ability to travel to and access a variety of premises 
· Ability and commitment to work in an environment of ongoing organisational change.
· Non-smoker at work in accordance with OCC policy
· Able to work flexible hours when required
· Commitment to inter-agency working.
· Flexibility in working arrangements/hours to meet operational requirements requirements including responding to emergencies.
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