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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Business Support Assistant

	GRADE:
	SCP 24-27

	POST NUMBER:
	7153A

	RESPONSIBLE TO

	Development 

	JOB SUMMARY:

	Head of Development 

	ROLE REQUIREMENTS:
	To assist the Development team in providing new developments and corporate projects.  This will includesupporting the team with securing necessary contracts, engagement with colleagues across the Council and assisting to keep plans and systems up to date.  This role will also lead on the financial elements such as checking of invoices and raising orders.  

Assist in the monitoring of contracts, which will include internal report preparation.  

The role is also the first point of contact for the department, so an excellent customer service approach is essential. 

This role will be required to liaise with external and internal clients which could involved updates and arranging meetings.



	1.
	Assist the Head of Development, and the wider team to provide administrative support for the delivery of construction projects. This includes (under instruction/supervision), checking, and updating the team’s project files, information logs, and databases to contribute to the efficient running of projects.

	2.
	Be the first point of contact for team.  Take any enquiries and pass them to the relevant member of the team. Be prepared to make/ take calls with management, councillors and professionals outside of the organisation.  

	3.
	Collection of data from the team, contracts and projects to understand costs against budgets.

	4.
	Ensure systems are kept up to date,  with administration of documents, organising, maintaining and updating databases, data repositories, project folders and information updates for other Services. Types of system/storage to be used include:

· Proprietary Database 

· Cloud based data repository 

· Updating excel data bases and worksheets 

Updating and amending logs and registers in Word or Excel

	5.
	Collection of statistical information from projects to measure contractor performance, this will involve the preparation of short reports. Also collating information from the databases and project files for auditing purposes both internally and externally.

	6.
	Organise, prepare materials, co-ordinate and support meetings, including preparation of agendas, pre-meeting briefing papers, taking minutes and co-ordinating and facilitating actions. This will involve both internal and external stakeholders.  

	7.
	Responsible for maintaining and managing a project management platform (SDS Sequel – producing technical reports informing Clients and Managers throughout the Council to measure delivery against projects in Corporate Plan) on behalf of the Housing Development Regeneration Team.  When necessary, programming, in putting and updating the system each month from Council’s Finance management platform (Collaborative Planning) for each project.

	8.
	To bring together information; such as for Freedom of Information requests or contractual dispute. This will sometimes extend to preparation of short draft report or a letter for a member of the team to complete/sign.

	9.
	Lead on financial administrative processes e.g. process invoices and purchase orders, billing etc. to support the effective running of the service.   Assist and collate information required for budget monitoring purposes.

	10.
	General administrative support to the team, setting up mail merge, co-ordinating consultation work, maintaining excel sheets, designing and sending out of letters, pro-formas, etc.

	11.
	Provide an excellent service to the customer via telephone, email, and in person

	12.
	To assist the Head of Development in delivering the objectives of the service as set out in the Service work plans and other strategic documents.

	13.
	Carry out any other duties commensurate with the grade and skills of the post

	14.
	Equal Opportunities
a)
To promote equality of opportunity in employment and service provision, and eliminate unlawful discrimination.

b)
To recognise that people have different abilities to contribute to the Council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	15.
	Emergency Planning

a) To participate as required in the Council’s Emergency Planning operations including undertaking training and exercising as directed

b) To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours.

c) To participate in the recovery stage following the emergency.

	16.
	Business Continuity
In the event that an incident has occurred which disrupts the Council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	17.
	Data Protection

To ensure that data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation.

	18.
	Health and Safety

All employees have responsibilities under The Health and Safety at Work Act 1974.  These responsibilities are laid out in the Council’s Health and Safety Policy, available on the Intranet or from Personnel.

	19.
	Safeguarding 

Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough. 

	20.
	Additional Duties

To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	OTHER CONDITIONS: 

November 2025
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PERSON SPECIFICATION
	JOB TITLE:
	Business Support Assistant

	POST NUMBER:
	7153A


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	· Minimum 5 GCSE’s, (or equivalent) grade 4 or above English and Maths

· Level 3 Business related qualification 
	

	EXPERIENCE
	· Experience of working in an office environment providing administrative business support to a busy team of professionals.  Able to work with minimal supervision.

· To have an understanding of procurement and contract management.

· Experience of working effectively within a team.

· Experience of setting up meetings with external partners, managing diaries and emails, minute taking and production of update reports.

· Computer literate and willing to embrace new technologies such as co-pilot.  

· Good experience of using MS Office software, in particularly Outlook, Word and Excel
	· Experience of working in a construction or project management environment.

· Experience of procurement within a public sector environment.

· Experience of information and performance management and the use of IT systems in developing efficiencies

· Experience of basic financial administration.



	SKILLS & KNOWLEDGE
	· An ability to analyse, understand, collect and represent information clearly.
· Ability to effectively organise and manage workloads and meet required deadlines.

· Post holder must be able to apply their own initiative to the tasks, apply a methodical approach to work and have the ability to follow through a variety of complex tasks to satisfactory completion.

· The ability to be flexible in attitude and manner in order to deal appropriately with a wide variety of people, service situations and demands on their time. 

· The ability to manage workload to meet defined deadlines and targets.

· Excellent Communication Skills

· 
	· Knowledge and experience of applying UK domestic and EU procurement legislation into contracts.

· Knowledge of operating computer based data management and project monitoring systems.

	OTHER REQUIREMENTS
	· 
	· 

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  






	KEY COMPETENCY AREAS

	Our Competency Framework has been developed and reviewed over several years in order to achieve a set of professional and key behaviours that our team display every day within our roles. 

It applies to every member of staff, regardless of their role or service that they work for. It considers best practice but also the level at which our team members work in different areas of their job. So although the competency itself will apply to all levels, how it is evidenced within the individual job role may vary.

The competencies will be used for:

Recruitment and Selection – interview questions will be based on these key behaviours to ensure we are bringing the right people into the organisation.

Performance management including appraisals – to keep checking that we are all displaying the right behaviours that will ensure the success of the council’s aspirations

Training and development – to help our teams and individuals focus on developing key behaviours and characteristics
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AMBITIOUS

| under our three values which are integral to the way we do things around here:

GREMMIVE

TRUSTWORTHY

Positive

Innovative

Professional Behaviour

Continuous Improvement

Open to Change

Accountable

Commercial and
Enterprising

Decision Making and Problem Solving

Communication






