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	Senior Quality & Business Support Administrator JD

	Department: 
	Quality & Business Support
	Reports to: 
	Senior Quality & Business Support Manager

	           Hours per week: 
	38 hours
	Type of contract:
	Permanent
	Salary:
	£22-£24k (based on experience)

	Why
	Main Purpose of the Job:
· To provide a high quality administrative support service to the QBS team in implementing and monitoring Outward’s quality and performance management systems
· Dealing with a high volume of tasks, the post holder will respond flexibly, positively and successfully to the ever changing pressures which arise in their service area

· The post holder may have areas of individual responsibility which will be identified and determined by their line manager
· Operating within agreed processes and standards, the post holder will use their initiative when carrying out tasks, to resolve problems and queries based on experience and judgment. They will receive clear guidance but will perform with minimal day to day supervision. 


	What
	Key Accountabilities:

· Updating and maintaining the care and support packages contracts database, proof reading and filing contract records beforehand, as well as liaising with managers and the finance team to ensure accurate information is provided for invoicing purposes 
· Direct responsibility for keeping files and logging records related to incidents/accidents, complaints, audits, inspections, surveys, etc. that are reported to the quality team  
· To be responsible for managing and maintaining of the quality team’s calendar, arranging meetings and ensuring all parties have the correct information and papers for meetings.
· To ensure a range of activities and schedules are delivered according to agreed deadlines and standards

· To ensure that confidentiality is maintained at all times, particularly when dealing with issues involving restricted access to information and/or people we support. To ensure that appropriate discretion is exercised when dealing with sensitive (including politically sensitive) information and enquires, including media enquiries, member enquiries and from other organisations. 
· Process invoices via Ipos (purchase ledger) as when required
· To respond and resolve enquiries and problems, judging when to pass complex queries on or involve others, in order to provide an effective service and clear advice to colleagues and callers

· To undertake routine administrative tasks as required e.g. filing, photocopying, shredding, dealing with post.

· Undertake the full range of minute-taking duties as required.
· This job description does not reflect an exhaustive list of the requirements of the post. You are expected to undertake any other reasonable duties as decided by your line manager.
This job description is supported by behavioural competencies that set out the requirement of the role in more detail.


	Context
	Environment:

· Main Office based in Tottenham Hale, London but with hybrid home/office working expected. Occasional visits to services based across North and east London will be required.

	
	Scope:

· External contacts: People we support, family members and stakeholders

· Internal contacts: Working with staff at all levels
· To work in partnership with other central teams to ensure consistency.

	
	Date JD reviewed: February 2022

	Person Specification
	Requirements
	Essential/Desirable
	Assessed by Application / Test / Interview

	
	Good level of English language, literacy and numeracy skills.
	E
	A/T/I

	
	Good level of Microsoft Office based IT Skills – in particular Excel
	E
	A/T/I

	
	Previous administrative experience 
	E
	A/T/I

	
	To be able to set own work agenda and make sure all tasks are completed.
	E
	A/T/I

	
	Excellent Attention to detail.
	E
	A/T/I

	
	Skills

	
	Team work - working consistently, to agreed goals.
	E
	A/I

	
	A methodical approach to each task.
	E
	A/I

	
	Working on own initiative and without direct supervision. 
	E
	A/I

	
	Exceptional customer service skills
	E
	A/I


	Our values

	Engaging

We listen to what people say, we involve people, we are  honest and open
	We act responsibly

We appreciate and respect individuals 

We are welcoming and inclusive 

	Enabling

We facilitate, we assist and we support to make things happen
	We are committed, passionate and hard working 

We support to people make informed choices

We build upon excellence

	Empowering

We inspire and we encourage, supporting  people to take control
	We are flexible and creative

We learn, question, challenge and reflect



	Safeguarding Statement

	Outward is committed to safeguarding and promoting the welfare of adults at risk and expects all staff to share this commitment.  If the post you apply for involves working with or having access to adults at risk and/or their records, we will require an Enhanced Disclosure from the Disclosure and Barring Services for successful candidates. This will be fully subsidised by Outward.

	Diversity at Outward

	Outward applies its Equal Opportunities Policy at all stages of recruitment and selection. Shortlisting, interviewing and selection is carried out without regard to gender, sexual orientation, marital status, colour, race, nationality, ethnic or national origins, religion or belief, age or trade union membership.


This job description is an accurate reflection of the responsibilities of the post at the time of writing but may be subject to change from time to time to meet the changing requirements of the Company
