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	JOB TITLE:
	Business Support Officer

	GRADE:
	SCP 22 -25

	POST NUMBER:
	7224A

	RESPONSIBLE TO	
	Business & Operational Support Team Leader

	RESPONSIBLE FOR
	

	PRIMARY LOCATION
	International House

	WORKING PATTERN 
	Core pattern
 

	ON CALL / CALL OUT ARRANGEMENTS 
	Not Applicable

	SHIFT ALLOWANCE
	Not Applicable

	OTHER
	

	JOB SUMMARY:	
	To provide administrative support across the range of services within Port Health & Public Protection. 
Duties to include being a first point of contact responding to enquiries from customers, data input, processing and document management.   
To make an effective contribution to the development and achievement of Port Health & Public Protection business objectives.

	ROLE REQUIREMENTS:
	

	1. 
	Carry out a wide range of routine and non-routine administrative and organisational tasks, including accurate data input and record maintenance, arranging and co-ordinating meetings/seminars and visitors.

	2. 
	To review administrative processes and practices with the Team Leader recommending changes as appropriate, making the best use of technology to support the business.

	3. 
	To prepare guidance notes for any new administrative processes and support implementation including the provision of training for team members.

	4. 
	To provide general support including dealing with personal callers, email and telephone enquiries and provide advice on the services delivered by the department.

	5. 
	To undertake financial administration and support work for Port Health & Public Protection including:
a) Raising invoices and acknowledging goods receipts
b) Raising, checking and monitoring purchase orders
c) Processing payments through the Council's financial systems
d) Monitoring and reconciling invoices, fees and financial records
Assisting with financial monitoring and related administrative processes

	6. 
	To assist in compiling statistics and other management information as required, including gathering, retrieving and collating data and liaising with relevant stakeholders.

	7. 
	To liaise as necessary with relevant bodies and stakeholders in connection with the role requirements.

	8. 
	To liaise as necessary with other support posts within the service and where necessary provide support that will ensure successful delivery of key objectives.

	9. 
	To support colleagues and external partners to achieve shared objectives and produce the required results.

	10. 
	To provide business support for the delivery of projects and work streams and, where necessary, support specific pieces of work relevant to Port Health & Public Protection administration.

	11. 
	To undertake Licensing and Environmental Protection support work including:

a) Processing applications and service requests within relevant statutory or service timescales
b) Providing general information on applications and enquiries to members of the public, applicants and their representatives
c) Maintaining statutory records and public registers and making them available for public inspection where required
d) Maintaining service webpages, databases and undertaking data management and entry


e) Recording initial complaints, enquiries and service requests on the system, triaging and assigning them to the relevant officer
f) Acknowledging complaints and requests for service and requesting further information where required
Supporting case administration, document management and standard correspondence for environmental protection functions including nuisance, pollution, drainage, contaminated land, air quality and environmental permitting

	12. 
	To undertake Insurance support work:
a) Inputting, updating and maintaining claim records and associated databases
b) Attaching and managing supporting documentation for insurance claims
c) Collecting, retrieving and collating claim information and evidence
d) Preparing and issuing correspondence relating to insurance claims
Maintaining accurate records throughout the claims process

	13. 
	To undertake Corporate Health and Safety support work including:

a) Recording initial queries, accidents, requests and associated documentation on the relevant database
b) Maintaining property records within the Environmental Health database, including updates to the Visit Safe Register
c) Assisting with the organisation of training and promotional events
d) Maintaining risk assessments and associated documentation within the relevant database and document management systems



	14. 
	To undertake Food and Health & Safety support work including:
a) Recording initial enquiries, complaints and service requests on the relevant database, triaging and referring them to the appropriate team or officer as required
b) Acting as the first point of contact for UKHSA and other relevant agencies in relation to infectious disease notifications, including logging cases and issuing correspondence where appropriate
c) Recording new food business registrations and arranging food hygiene inspections
d) Recording RIDDOR notifications and assigning cases to the appropriate officer
e) Undertaking weekly Food Hygiene Rating Scheme (FHRS) uploads and liaising with the Communications Team as required
Maintaining accurate records and associated documentation within the relevant databases and document management systems

	15. 
	To undertake Private Sector Housing support work including:
a) Processing relevant grant schemes, including disabled facilities grants, and maintaining accurate records of payments and spend
b) Liaising with tenants, landlords, letting agents, managing agents, builders, the home improvement agency, social services, contractors and sub-contractors as directed
c) Responding to telephone enquiries from a wide range of sources regarding housing matters
d) Producing and maintaining the public register of licensed houses in multiple occupation (HMOs), including monitoring licence renewals, issuing reminders and processing payments
Assisting with the preparation of papers and documentation for formal action

	16. 
	To monitor generic and shared inboxes on a regular basis throughout each day and provide support for teams within the service, including:
a) Recording initial enquiries, complaints and service requests on the relevant system, triaging and referring them to the appropriate team or officer as required
Contacting partners, customers or stakeholders to request information as directed by the relevant officer

	17. 
	To undertake system administration duties in relation to the Environmental Health database for users across the Council, including:
a) Day to day administration such as password maintenance, creating new users, security profiles 
b) Maintaining property addresses 
c) Preparation of simple database reports
d) Adding, amending and deleting codes


	18. 
	Equal Opportunities
a) To promote equality of opportunity in employment and service provision and eliminate unlawful discrimination.
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.

	19. 
	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.
To participate in the recovery stage following the emergency.

	20. 
	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.

	21. 
	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.

	22. 
	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.

	23. 
	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.

	24. 
	Additional Duties
To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	DATE
	
July 2026




	PERSON SPECIFICATION

	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	· GCSE or equivalent (including Maths and English) at Grade C or above or equivalent vocational or academic experience

	· Further qualifications

· Qualifications relevant to the role requirements

	EXPERIENCE
	· Experience undertaking administration work
· Experience of using Microsoft 365 applications, including Outlook, Word, Excel, Teams and SharePoint
· Experience of dealing with a   variety of different stakeholders
· Experience within a team environment, whilst remaining accountable for own tasks, prioritizing workload and working on 	own initiative
· Database experience
	· Experience working with the public
· Previous experience of database systems administration
· Experience of Arcus Global (Salesforce)
· Previous licensing experience

	SKILLS & KNOWLEDGE
	· Must be able to exhibit knowledge or demonstrate the ability to acquire knowledge of service
· Ability to compose clear, concise non-standard correspondence, in the 	form of letters, emails 	and other service specific documents
· Demonstrate the ability to communicate at all levels with members of the public, council staff and other bodies
	· Knowledge of local government, its services and how it operates

· Knowledge of environmental health or regulatory services

· Knowledge of business administration, systems and processes

· Knowledge of insurance principles

· Knowledge of risk and safety principles


	OTHER REQUIREMENTS
	· Willing to undertake relevant safety and skills development training
	· Knowledge of Ashford &/or Tenterden
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	No

	Requires Driving Licence
	
	No

	Management/Supervisor Responsibilities 
	
	No

	Night Working - Working 3+ hours  between 11pm and 6am
	
	No

	Lone Working 
	
	No

	Working in confined spaces
	
	No 

	Safety Critical Worker – completing a task e.g. working at heights or with hand-held machinery - if impaired would pose a significant risk to self/others.
	
	No

	Health Surveillance – Includes audiometry, HAVs, dermatology, lung function.
	
	No

	Enforcement Responsibilities – name cannot be disclosed 
	
	No

	Emotionally Demanding - employee is dealing with trauma / vicarious trauma 
	
	No

	Conflict Exposure – employee will frequently encounter disagreements/disputes of varying intensity while carrying out their role 
	
	No

	Enforcement/ Security Industry Authority licensed - employee licensed by (SIA)
	
	No

	Safeguarding Training Required
Level 1 - Ad hoc contact / never be left alone with a child, young person or adult at risk
Level 2 - Likely to come into contact with children/young people/adults at risk, through the nature of the role, but has no responsibility for supervision, or has line management
Level 3 - Responsibility for supervision of children, young people or adults at risk, or has safeguarding lead responsibilities as part of their role.
	Level 1
x
	Level 2 
	Level 3

	DBS check required – confirmed by a counter-signatory
*If Enhanced, Adult List / Child List * (delete as appropriate)
	BPSS / Basic
	Standard
	Enhanced

	Asbestos Exposure
1 - Office based with little or no exposure risk
2 - Likelihood of contact is remote and secondary to their role
3 - Potential to encounter asbestos as part of their role
	Level 1
x
	Level 2 
	Level 3

	Legionnaires exposure
1 - Basic Awareness Training - may come into contact with bacteria in water systems
2 - Training on Legionnaires Disease - directly working with any of the following (or other sources of contaminated water)
	Level 1
	Level 2 

	Weil's exposure
Employees who work in areas where they may come into contact with the urine of infected animals, such as such as rats, cattle, pigs, and dogs. OR contaminated water or soil
	
	No
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