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Business Support Officer
Grade:

5





Directorate:
Resources

Unit:                    Strategic Projects & Property, joint GLA and 
London Borough of Newham (LBN) Royal Docks Team 
Job purpose

Provide effective administrative and office support services, which are responsive to business needs and contribute to the smooth running of office functions.  
Manage and coordinate key tasks, meetings, reporting and information gathering, ensuring that these tasks are executed and delivered to high standard, quality and timeliness in line with changing team requirements. 

To provide support for all Royal Docks projects and programmes; provide support services for the work of the Royal Docks Partnership Groups and other bodies as required; and provide administrative backup for the Royal Docks Team. 

Principal accountabilities

1. Arrange project meetings, manage invitations and facilities planning and produce meeting documentation such as agendas and minutes for all meetings.
2. Support day to day activities in relation to the Royal Docks Partnership Groups and other bodies as required, servicing meetings and undertaking such related duties as required.

3. Support the monitoring and reporting of accurate and high-quality data analysis, documents, reports, presentations, project communications and other desktop publishing through the expert use of office software in order to track and report on project progress. 

4. Produce, maintain and distribute project documentation such as risk logs, issue logs, action lists, project plans, team plans and work packages (detailing various project team member tasks), as directed.
5. Co-ordinate and manage day to day office activities including post, travel arrangements and resources such as computers, equipment, office supplies, and other tools and third party resources for staff within the team.

6. Provide effective administrative and operational support across the Royal Docks Team to ensure the smooth running of day to day operational and office functions. 
7. Responsible for arrangement of office induction of new staff and health and safety procedures.

8. Establish and maintain efficient office administration systems for the Royal Docks Team including electronic filing for all reports, briefs and correspondence, records management and archiving and ensuring consistency and continuity in all aspects of this work.

9. Assist with the co-ordination and responses to programme, policy or procedural queries received within the Royal Docks Team including Freedom of Information Act request, Mayor’s and politician’s questions and general enquiries, ensuring that organisational reporting cycles and outputs are met.

10. Arrange internal and external meetings with appropriate resources for the Royal Docks Team, including technically proficient usage of cameras, projection systems, whiteboards, meeting software, audio equipment and related tools.  

11. Track project actions against targets, take ownership and management of project issues; take follow up or remedial actions if required, and work with the Governance and Secretariat Officer to ensure efficient management of tasks.
12. Assist in maintaining and monitoring project and programme financial information such as monitoring spend against budget.
13. Assist in compiling data and producing reports and communication about the overall programme of projects undertaken by the Royal Docks Team. 
14. Perform the role in accordance with the GLA’s policies and code of ethic and standards, including health and safety.
15. Manage staff and resources in allocated to the job in accordance with the Authority’s policies and Code of Ethics and Standards.
16. Realise the benefits of a flexible approach to work in undertaking the duties and responsibilities of this job, and participating in multi-disciplinary, cross-department and cross-organisational groups and project teams. 
Key relationships
Accountable to:
Head of Business, Governance and Programme
Accountable for:
Resources allocated to the role
Person Specification

Technical requirements/experience/qualifications

1. Demonstrable ability and good experience of project delivery
2. Any certification/training on secretarial/business support services 
3. Any certification/training on systems/databases 
4. Computer literate, able to use standard Microsoft office software such as Word, Excel, PowerPoint, Acrobat and MS Project

Behavioural competencies

Building and Managing Relationships
… is developing rapport and working effectively with a diverse range of people, sharing knowledge and skills to deliver shared goals. 

Level 1

· Builds rapport quickly with people at all levels and from different backgrounds

· Actively listens to others and is open to their ideas 

· Identifies and resolves conflict between self and others

· Makes others feel comfortable and respected by being positive and friendly

· Shares information openly with colleagues within and outside own team

Stakeholder Focus
… is consulting with, listening to and understanding the needs of those our work impacts and using this knowledge to shape what we do and manage others’

expectations.

Level 1

· Listens to understand requirements without making assumptions

· Demonstrates an enthusiastic and ‘can do attitude’ to all requests

· Provides timely, accurate and personalised responses

· Provides a polite and helpful first point of contact for stakeholders

· Learns from feedback to improve personal service to others

Communicating and Influencing
… is presenting information and arguments clearly and convincingly so that others see us as credible and articulate, and engage with us.

Level 2

· Communicates openly and inclusively with internal and external stakeholders

· Clearly articulates the key points of an argument, both in verbal and written communication

·         Persuades others, using evidence based knowledge, modifying approach to deliver         

                     message effectively

· Challenges the views of others in an open and constructive way

· Presents a credible and positive image both internally and externally

Planning and Organising

… is thinking ahead, managing time, priorities and risk, and developing structured and efficient approaches to deliver work on time to a high standard.  

Level 2
·  Prioritises work in line with key team or project deliverables
·  Makes contingency plans to account for changing work priorities, deadlines and milestones
·  Identifies and consults with sponsors or stakeholders in planning work
·  Pays close attention to detail, ensuring team’s work is delivered to a high standard
·  Negotiates realistic timescales for work delivery, ensuring team deliverables can be met

Responsible Use of Resources
… is taking personal responsibility for using and managing resources effectively, efficiently and sustainably.

Level 2

· Continually looks for opportunities to work more efficiently and sustainably

· Reduces team impact on the environment by implementing methods for reducing use of, reusing and recycling resources 

· Improves local processes to maximise use of resources 

· Monitors and stays within budget at all times

Responding to Pressure and Change
… is being flexible and adapting positively, to sustain performance when the situation changes, workload increases, tensions rise or priorities shift. 

Level 1

· Stays calm in pressurised and demanding situations

· Responds flexibly to changing circumstances

· Recognises when unable to cope and asks others for help

· Demonstrates openness to changing work priorities and deadlines

· Maintains personal well-being and achieves a balance between work and home life

Reasonable adjustment

Reasonable adjustment will be made to working arrangements to accommodate a person with a disability who otherwise would be prevented from undertaking the work.
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