



SEFTON MBC Localities


Job description	Holiday Activity and Food Administration Assistant	

Grade:  			Grade D

Location: 			Home /Agile

Post No: 			301048

Job Evaluation Number:	A4872

Responsible To:                   HAF Coordinator  

Responsible For:                 No staff   


JOB PURPOSE


To provide administrative function for the Holiday Activity and Food programme

Contribute to the general development and delivery of the service.


MAIN DUTIES

1. Undertake appropriate administrative, clerical, and financial procedures, to include use of Agresso and I Want Finance.
2. Input and maintain record keeping within the relevant council information management systems /filing systems and databases.

3. Ensure all record keeping complies with data protection principles and requirements. 

4. Coordinate diary and meeting arrangements, room bookings and preparation of materials to support a meeting or event. 

5. Act as a point of contact for the service including general telephone enquiries in a professional and welcoming manner redirecting enquiries of a more complex nature to the project coordinator.

6. Assist in the production, analysis, and monitoring of information on performance indicators and other relevant measures, as required. 

7. Engage within the development of the service and Continuing Professional Development through PDR, team training, service meetings and council events. 


8.	Ensure that client information data is lawfully gathered, accurate, up to date and only divulged in accordance with data protection principles and the local government common law duty of confidentiality. Failure to apply these duties can lead to the individual or the Department facing legal court proceedings.

SPECIAL CONDITIONS


Casual Car User Allowance is attached to this post 
There will be a requirement to work outside of normal hours.
 
GENERAL:

This job description is a representative document.  Other reasonably similar duties may be 
allocated from time to time commensurate with the general character of the post and its
grading.

All staff have a duty to take care of their own health and safety and that of others who may
be affected by your actions at work. Staff must co-operate with employers and co-workers to
help everyone meet their legal requirements.

The Authority has an approved equality policy in employment and copies are available to all
employees.  The post holder will be expected to comply with, observe and promote the
equality policies of the Council.

	Note: 	Where the postholder is disabled, every effort will be made to support all necessary aids, adaptations, or equipment to allow them to carry out all the duties of the job.  




Prepared by:	Name Chris White


	Designation Localities Team Manager


	Date April 2022



Person specification:  Administration Assistant


	Personal Attributes Required

	Essential (E) or   Desirable (D)
	Method of Assessment


	Qualifications

Literate and numerate

Computer qualification e.g. ECDL, CLAIT


	

E

D
	

AF  I

AF

	Experience 

Experience of using IT systems to maintain accurate records and management of data

	

E
	

AF  I

	Knowledge / Skills / Abilities

Excellent interpersonal skills to communicate effectively with the wider community and external partners. 

An ability to develop a good working relationship with colleagues and partners to deliver a co-ordinated response

A good working knowledge of the activities provided within the Holiday Activity and Food Programme


Customer Service commitment to ‘Making Every Contact Count’ approach

Knowledge of information management and governance protocols including General Data Protection Regulation

	

E



E



E




E



D
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AF = Application Form

I = Interview
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