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CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Children’s Specialist Services
	SERVICE GROUP:   Bradford Safeguarding Children Board (BSCB)

	POST TITLE: Board Administrator
	REPORTS TO: Admin Team Leader

	GRADE: 
	SAP POSITION NUMBER : 


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post: 

	To provide a proficient and effective administrative support service to the Bradford Safeguarding Children Board (BSCB), its members and sub-groups.
To provide dedicated Personal Assistant support to the Board Manager (BSCB), and to the Independent Chair as required.

To provide information, guidance and advice to a range of professionals, including Board members and government agencies, in respect of the ongoing activities of the Board



	Main Responsibilities of Post: 

	*  Prioritise work activity in accordance with statutory timescales and requirements, and
   in agreement with the Board Manager (BSCB), and make day to day decisions 

   regarding workload and Board priorities.

*  Assist the Board Manager and Independent Chair in the performance of their roles, 
   undertaking diary management, telephony and e-mail responsibilities on their behalf.
*  Maintain an overview of the work of the Board, including meetings, deadlines, 

    themes and targets, and be proactive in liaising with the Board Manager and members

    to ensure the completion of key work and tasks.
*  Administer and minute all Board and Sub-Group meetings, adhering to pre-set 

    timescales for the collation and approval of agenda items, the submission of 

    reports and papers, the circulation of agenda’s and reports, and the typing 
    and circulation of meeting minutes.  
*   Work closely with the Independent Chair, Board Manager and Sub-Group Chairs to

    identify and address issues with regard to all meetings – attendees, venues,

    cancellations, meeting dates etc

*  Organise and timetable the annual schedule for all Board and Sub-Group meetings, and    

   arrange attendance, travel and accommodation as required for external meetings and 
   events for the Board Manager and Independent Chair.

*   Be a key point of contact in respect of all Board activities, liaising with a wide range
    of professionals at a very high level

*  Administer extremely sensitive and high profile Serious Case Reviews (SCR), relating 
    to the death or serious injury of a child, involving complex processes and procedures, 

    and adhering to strict deadlines.

*  Assist professionals, including Independent Chairs and Independent Authors, to fulfil 
   their roles within the SCR and ensure financial systems and arrangements operate
   effectively

*  Assist in the appropriate management of media interest in high profile cases
*  Organise regular and one off Board events, identifying venues, liaising with 

    contributors/speakers, planning schedules and publicity.

*  To liaise with the BSCB Website Administrator regarding the content of the Board’s

    website and upload information to the site as required.

*  Collate management information to enable management to assess the performance

   of the BSCB and it’s member agencies    

*  Assist the Board Manager in calculating the financial impact of business developments

   in the service area.



	Structure:
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	Special Knowledge Requirement: Essential for shortlisting. 

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column

	
	Essential

	Able to carry out a variety of working practices and apply complex regulations, rules, procedures and processes, within pre-set timescales.
	X

	Able to communicate sensitively, effectively and appropriately with  staff, Managers and other professionals, at all levels, and represent the area of work in a professional and knowledgeable manner
	X

	Able to arrange events, manage diaries and service meetings, producing agendas and minutes, presentations and reports to a high standard
	X

	Able to identify, extract and summarise key information provided in meetings in the form of minutes, records etc, and how to use, interpret and communicate information
	X

	Comprehensive knowledge of data protection and information security protocols, and their application within an area of work involving highly sensitive and confidential information.
	X

	Understands, applies and adheres to Equal Opportunities protocols 
	X

	Able to deal effectively with conflicting priorities and workload

pressures, and be proactive in identifying and addressing issues relating to the area of work
	X

	Uses knowledge of Health, Safety and Environmental policies, procedures and regulations including risks in own area of

work
	X

	Uses a range of complex IT packages relating to area of work
	X

	Ability to adopt a process of continual improvement and suggest ways of working more efficient and effectively to improve service delivery
	X


	Relevant experience requirement: Essential for shortlisting


	Minimum 3 years experience in the role of PA/Secretary at a high level (eg to Director, Chair, Manager, Board etc)

	Extensive experience of minuting large multi-agency meetings involving internal and external parties

	Experience of handling extremely sensitive and confidential information 

	Relevant professional qualifications requirement: Essential for shortlisting


	GCSE/O’Level English – Grade A to C 
RSA Typing or Word-processing Stage 3 (or demonstrable skills to this level via test)

	Core Employee competencies at manager level to be used at the interview stage. 



	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 


	Working Conditions:  

	 You will outline here if the post holder must be able to work evenings, weekends and 

Bank Holidays as required by the needs of the service.  Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the 

Equality Act 2010 in relation to Disability Provisions.  

	Special Conditions: 

	A DBS check will be required 

	Compiled by: LW
Date: March 16
	Grade Assessment Date:


	Post Grade:  BAND 8


Independent Board Chair - BSCB





Board Manager


BSCB





Board Administrator





Admin Team Leader


Childrens Specialist Services








Version 2| Dated 10th February 2015| Created by IJ| Job Profile Middle Manager


