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Job Description
Participation Business Support Officer

	Service
	Business Support
	Team
	CSSH / MASH

	Reports To
	Business Support Team Leader
	Staff Responsible For
	0

	Salary Range
	£18,562 - £18,933
	Grade
	3

	Location
	Lancashire House



	Job Purpose

	Under Supervision –
The role will solely consult with children, YP, and their families to gain feedback of their interactions / assessment by the Children's Services Support Hub/MASH. 
To improve the participation and feedback from Children, Young People, and families, to enable Children's Services Support Hub/MASH to improve service delivery.
To enable Children's Services Support Hub / MASH to practice a learning culture.
To enable Children, Young People, and families to express their Voice and Lived experiences.
To improve service delivery.




	Accountabilities / Responsibilities

	· The role will solely consult with children, YP, and their families by Telephone / Email, to gain feedback of their interactions / assessment by the CSSH/MASH. 
· To input this information on Manual / electronic records.
· The role will undertake routine administrative / clerical tasks, handling sensitive and confidential information, maintaining manual and electronic records.
· The role will link with Participation leads and be required to gather themes and areas of development, alongside positive practice.

This job description is a written statement of the essential characteristics of the job, with its principal accountabilities, incorporating a note of the skills, knowledge and experience required for a satisfactory level of performance. This is not intended to be a complete, detailed account of all aspects of the duties involved.




	

	Other

	· Equal Opportunities
We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work. 
· Health and Safety
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy. 
· Customer Focused
We put our customers' needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.

	Our Values

	We expect all our employees to demonstrate and promote our values:
· Supportive
We are supportive of our customers and colleagues, recognising their contributions and making the best of their strengths to enable our communities to flourish.
· Innovative
We deliver the best services we possibly can, always looking for creative ways to do things better, putting the customer at the heart of our thinking, and being ambitious and focused on how we can deliver the best services now and in the future.
· Respectful
We treat colleagues, customers and partners with respect, listening to their views, empathising and valuing their diverse needs and perspectives, to be fair, open and honest in all that we do.
· Collaborative
We listen to, engage with, learn from and work with colleagues, partners and customers to help achieve the best outcomes for everyone.




Person Specification
Participation Business Support Officer

[bookmark: _Hlk72257708]All the following requirements are essential unless otherwise indicated by *

Your ability to meet the job requirements will initially be assessed by the information provided on your application but further assessment will be undertaken at interview and, in some cases, by using other types of assessment(s).

	Qualifications

	· Possession of, or the ability to demonstrate the capability to gain, relevant certificates of competence or equivalent where applicable.

	Experience 

	· Experience of working with customers internal and or external either face to face or by phone.
· Business Support experience, including regular use of ICT systems and office routines such as, photocopying, emailing, telephone communication.
· Using an electronic records management system.


	Knowledge, Skills and Abilities

	· Knowledge of ICT systems including Microsoft Outlook, Word and Excel.
· Ability to work as part of a team and independently as required.
· Ability to use own initiative.
· Good organisational skills.
· Excellent electronic, written and oral communications skills.
· Ability to respect sensitivity and maintain confidentiality of information.
· Ability to maintain filing systems both electronic and manual.

	Other

	· Commitment to equality and diversity.
· Commitment to health and safety.
· Display the LCC values and behaviours at all times and actively promote them in others.
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