
Job description 

Job Title:  Business Support Assistant 

Grade: Grade C  

Reports to:   Business Manager  

Role Responsibilities: Budget £0 FTE 0 

The Role 

ECL’s vision is to be the supplier of choice for Adult Health and Social Care, this 
role requires strong commercial awareness and the ability to deliver a customer 
centric service. 

To support the Business Managers in the day-to-day coordination of service 
priorities and provide an executive support for the service management team, 
with exceptional planning and organizational skills. 

This postholder will take the lead for reporting the service area to the support 
functions, and will therefore need excellent IT skills, eye for detail and ability to 
prioritise and work to tight deadlines.  

The postholder will require excellent verbal and written communication skills with 
the ability to problem solve.  They will build positive relationships with their 
stakeholders and be able to network across the organization and with external 
partners.  

Promote a customer-focussed image to all customers. 

Job Purpose 

• To undertake the full range of functions of the Business Support Administrator
role within an agreed remit of ECL

• Be accountable for providing high quality and responsive administrative
systems and support to facilitate effective service delivery Financial
Management, Health & Safety and other systems

• to collate good quality data, monitor and support the efficient upkeep of

buildings & services.

• To be a super-user for ECL’s data collection and rostering system (CACI or
subsequent replacement system).

• To ensure the functional Business Managers can operate smoothly and
effectively by coordinating and preparing meetings, agendas, papers,
minutes and the effective follow up of actions.

• Provide daily secretarial and administrative support to the regional
management team, including arranging travel, booking meetings and minute
taking.
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Key Accountabilities 

• To work alongside Business Managers, Team Leaders & Managers to enable
them to perform their role in the most efficient way possible, taking initiative
and acting on behalf where appropriate.

• Work flexibly and collaboratively across boundaries as part of cross
functional teams, and in support of key functional outputs, regardless of
where you sit within the organisation.

• Think creatively, challenging the norms, and constructively challenging
those around you (including those more senior) to ensure continuous
improvement, commercial astuteness, and inspire the same in colleagues.

• Ensure the proper assessment, management and mitigation of risk,
including Information Governance, Health and Safety and Business
Continuity.

• To act as first point of contact in receiving and responding to requests and

queries and taking appropriate messages and action, where necessary.

• To respond to enquiries for all functional areas of Inclusive Employment and
Day Opportunities services demonstrating an understanding of appropriate
policies and procedures. Resolving simple enquiries using information systems
and agreed processes.

• Encourage smart ways of working and monitor the spend levels, use best

value for all resources and make suggestions on alternative options to try and

improve efficiencies or cost solutions.

Duties and Responsibilities 

• Coordinating, reviewing and editing the preparation of presentations, reports
and metrics for strategic initiatives and decision making by the area
management team.

• Liaison with customers, external and internal stakeholders, including
ensuring the timely submission of data to assist with the preparation and
circulation of reports for performance dashboards and monthly trading
reviews with senior ECL managers.

• Managing all correspondence and communications on behalf of the
management team including confidential meeting minutes and action taking
and following up with attendees or as needed.

• To ensure any urgent correspondence or emails are actioned as soon as
possible and remove items that do not need personal attention by the
recipient to ensure that time is not wasted.

• Assisting in financial processes for the service,  to include preparation for
budget templates to support Managers, in accordance with ECL financial
procedures e.g. budget reports, P cards, mileage and subsistence claims.

• Support ad hoc activities and initiatives, including recruitment
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administration processes for the service. 

• To handle confidential information sensitively and collate and distribute
information, as required, in accordance with company policy and GDPR.

• To develop and maintain a sound knowledge and understanding of key
issues affecting ECL.

• To assist with taking the lead on the preparation and organisation of
events, activities and key meetings, liaising with external organisations
and partners as appropriate.

• Supporting the Inclusive Employment and Day Opportunities
management team networking groups and advocacy goals through
effective communications and diary management.

• Responsible for recognising a disclosure of a concern from an individual that
requires a safeguarding intervention to be made and to take appropriate
action.

• Any other duties appropriate and relevant to the role that may be required.

Key Skills & Qualifications 

• Good level of education, including English and Mathematics at GCSE grade A-C
or equivalent.

• Previous PA/Secretarial/Administrative experience at managerial level is

essential.

• Excellent verbal and written communication skills, with the ability to liaise
with internal and external stakeholders at a senior level.

• Confident MS Word, Excel, Outlook and PowerPoint user at advanced
level, with the ability to manage and prioritise a range of outstanding
scheduling requirements.

• Experience managing, collating and presenting data
• Highly organised and excellent attention to detail.

• Proactive and possess exceptional time management skills in order to
effectively prioritise workload.

• Ability to work well under pressure, within a fast-paced environment and as
part of a team.

• Flexibility to travel to other ECL locations as required.
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ASPIRE values 

Adaptable Changes behavioural style or method of approach when 
necessary to achieve goals 
Responds to and embraces change with a positive attitude 
and a willingness to learn new ways to accomplish work 
activities and objectives 
Always looking for ways to improve services to the 
customer 
Openly communicates changes to methods of delivery in a 
consultative way with customers and shows a willingness 
to adjust  

Supportive Identifies ways to work collaboratively with colleagues, 
services and partners to deliver common objectives 
Demonstrates self- awareness and recognises how own 
behaviours impact on others 
Is tactful, compassionate and sensitive, and treats others 
with respect 
Consistently displays empathy when dealing with others 
and demonstrates an encouraging and reassuring attitude 

Performs Understands what is expected of the role and how this 
links in with the wider organisations vision and outcomes   
Meets and where possible exceeds, targets and objectives 
and delivers work accurately and to deadlines 
Takes pride in achieving results and celebrates the 
success of others 
Consistently delivers a high quality caring service  

Integrity Upholds the highest standards of professionalism, is 
respectful of all customers and stakeholders and their 
opinions and decisions   
Builds effective working relationships based on trust and 
confidence and communicates with customers, colleagues 
and stakeholders in an honest and open way 
Acts as a role model to other colleagues and is passionate 
about our services 

Responsive Effectively manages customer expectations and responds 
to their needs in a timely and caring manner  
Consistently communicates in a clear and concise style 
Focuses attention on meeting agreed priorities and 
objectives in the most effective and efficient way 
Asks for help and responds to the requests from others 

Enterprising Actively seeks out opportunities to continuously improve 
our services   
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Takes responsibility for own performance, identifying 
areas to improve and actively seeks out ways to develop 
these 
Identifies problems at the earliest opportunity and thinks 
creatively in order to solve them 
Understands and embraces the use of technology in 
creating future value 

Or for grade F+ instead of Aspire Values: 

Leadership Competencies 

Delivering 
Quality 

Quality Standards – Understands the importance of the 
organisational Quality Standards and strives to uphold them 

Thinking – Endeavours to understand customers’ needs  for our 
services to improve 

Influencing - Seeks to understand the importance that 
customers attach to their relationship with the organisation and 
how crucial service is to that relationship 

Achieving - Creates an environment in which innovative, 
efficient and effective ways to meet customers’ service 
requirements are generated by colleagues and other 
organisational stakeholders 

Operational & 
People 
Management 

Communicates - Communicates a clear vision and drives 
change for continuous improvement. Champion’s innovation, 
effectively using interpersonal skills. Supports and maintains 
effective relationships with all employees and key stakeholders. 

Leads the Organisation - Collaborates and influences external 
stakeholders, effectively implements change, developing 
organisation capabilities and influences continual learning. 

Leads the Team – Builds effective teams, promoting leadership 
at all levels of the organisation. Shows passion and enthusiasm 
in conveying a sense of what is possible. A natural coach and 
mentor of others, providing clarity of purpose for the organisation. 

Developing the Team – Inspires and motivates for continual 
learning, building high-performing, diverse and flexible teams. 

Change – Develops the vision for change and is a role model 
through both words and actions. 

Business 
Acumen 

Financial Management – Effectively manages financial analysis, 
planning, development and forecasting for the organisation. 
Strategically planning to develop efficiencies.  

Business Readiness – Be results orientated to drive 
improvement of business results. Understands the impact of 
changes on the customer and makes sound judgments. 

Change – Effectively manages changes using new technology 
and processes. 
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Business 
Growth 

Create a Compelling Future - Determine the organisations 
portfolio and set the strategic agenda and influences the external 
environment.  

Networking - Strategically manages relationship networks, using 
them to influence organisational change. 

Thought leadership – Has strong market insight, showing 
strategic orientation for concepts, and is results orientated. 

Risk 
Management 

Results Driven - Adopts a reasonable risk-taking approach and 
drives its execution. Acts as a role model and challenges others 
to take time to reflect, think and learn. Capturing opportunities for 
improvement and actively seeks out others with whom to share 
lessons learned.  


