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The Office of the Durham Police & Crime Commissioner

Job Description


Job Title:	Business Services Assistant
Scale:	Grade B £25,278 – £26,826  
Responsible to:	Business Services Team Leader


Job Purpose

To provide an effective administration support service to the Office of the Police and Crime Commissioner (PCC) 

Main Duties & Responsibilities

1. Provide general administrative assistance to the OPCC as requested including typing letters, reports and power point presentations.

2. Be the first point of contact for telephone calls to the OPCC.

3. Facilitate meetings, including booking of venues, arranging hospitality, sending invitations, organising agendas, and taking minutes.

4. To make travel and accommodation arrangements for the OPCC including mileage claims.

5. Assist with complaints/community concerns received in the OPCC by ensuring that they are accurately recorded, acknowledged, and updated on the Case Management System.

6. Assist with the day-to-day management of the PCC’s website ensuring the provision of high quality, accurate and up to date information, and compliance with statutory obligations.

7. Provide specific support to teams within the OPCC. 

8. The postholder may be required to attend engagement events either on an evening or a weekend with, or on behalf of the OPCC/PCC.


 
The duties and responsibilities outlined above cannot encompass or define all tasks which may be required of the post holder. The outline of duties and responsibilities given above therefore may vary from time to time without materially changing either the character or level of responsibility and these factors are reflected in the grade applied to the post.

This is a politically restricted role.




Person Specification

Business Services Assistant


	Employee
	The Successful Candidate should Possess the Following
	Assessment
Criteria

	Educational Attainment / 
Professional Qualifications
	· 4 GCSE levels (Grade A to C) including English Language or Literature or an approved equivalent. 

Desirable: NVQ Level 2 Business Administration

	Sift / Interview 
(All)

	Work Experience
	· 3 Months administration experience
	Sift/Interview (All)

	Knowledge / Skills / 
Aptitudes

	· Numerical skills, e.g. addition, subtraction, simple multiplication or division, simple statistics
· Enhanced literacy skills, e.g. composing either original memos, letters or short reports on a regular basis, statement writing
· Enhanced keyboard skills, e.g. use of spreadsheets, inputting into database systems, etc. where accuracy is essential but speed is not a key demand

	Sift / Interview
(All)


	Disposition
	· Able to work under pressure to meet specific deadlines
· Able to work on own initiative as well as part of a team

	Sift/Interview
(All)

	Special Requirements

	· To be committed to excellent public service and transparency
· To be of the highest integrity
· To have a respect for diversity and be committed to the principles of Equal Opportunities
Desirable
· To possess a full, current driving license or have access to a means of mobility support
	Sift/Interview
(All)
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