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CHISLEHURST & SIDCUP HOUSING ASSOCIATION

JOB DESCRIPTION

DESIGNATION:

Business Support Administrator 

RESPONSIBLE TO:
Business Support Manager 

RESPONSIBLE FOR: 
No line management responsibility
PURPOSE:
To provide administrative support to the Association
KEY ACCOUNTABILITIES:

1. To support the Business Support Manager and the Association in order to ensure that he/she can work to maximum effectiveness including reviewing and updating relevant policies and procedures in line with review deadlines. 

2. To support the Association in meeting its responsibility to comply with key legislative requirements such as the new General Data Protection Regulation (GDPR).  Including engaging with all key stakeholders; and procuring appropriate consultancy services to ensure readiness.
3. To produce accurate and well presented documents using a word processor, type letters reports and memos from correspondence and handwritten notes to high levels of accuracy and within agreed timescales.

4. To attend and take minutes of meetings and produce accurate minutes and notes from such meetings as appropriate.

5. To take primary responsibility for servicing the Tenants’ Engagement Scrutiny Panel meetings, including booking and preparing meetings rooms, arranging refreshments and, where appropriate, ensuring that the area is left clean and tidy; attending meetings and taking minutes, preparing agendas and despatching papers on time.

6. To ensure all Tenant Engagement Scrutiny Panel members are kept up to date on issues affecting the Association.  Including coordinating and delivering essential training to all Panel members.
7. To act as first point of contact for all telephone and personal callers to the Association. Ensuring that a timely and accurate response is provided to requests for assistance.
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8. To maintain the Association’s filing systems in good order including the proper administration of the brought forward system. Ensure that all papers are filed in a secure, accurate and timely way.
9. To meet the Association’s key strategic objectives by coordinating and completing major projects on time and within scope and budget e.g. website upgrade.  
10. In conjunction with the Chief Executive and Senior Managers, to maintain a consistent/corporate style for the Association in the production of documents.

11. To support and assist the Housing Services Team and ensure effective communication mechanisms are in place between the Chief Executive’s office and the rest of the Association.

12. To be proficient in the use of Housing Management software systems.

13. To assist the Business Support Manager in the provision of effective public relations for the Association. Attend and assist in the organisation of PR/Training events including the AGM and conferences. Organise and dispatch of invitations and the production of guest lists within defined timetable.

14. To be responsible for updating and maintaining the staff training database.
15. To be responsible for identifying updates to the Association’s website and liaising with the website design contractor. 

16. To be aware of and actively promote the Association’s policies in relation to Equality and Diversity.

17. To effectively support the Building and Maintenance Surveyor on all aspects of repairs and maintenance. 
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18. To achieve the duties set out in an efficient, effective, confidential manner demonstrating discretion, with the minimum of supervision, drawing to the attention of the Business Support Manager any difficulties or uncertainties that may be obstacles to performing in these ways.

19. To use own judgement as to the priority of tasks seeing advice only when in doubt.

20. To answer routine correspondence and acknowledging letters.

21. To be responsible for the administration in relation to the housing application process and in the absence of the Housing Services Manager carry out the sign up process. 
22. To carry out any other tasks consistent with the above, as directed by the Business Support Manager. 
This job description describes the current duties and responsibilities of the post.  However, as the post evolves, gradual changes to the duties may occur.  Where substantial changes occur, which either affect other postholders or the level of responsibility, consultation will take place with the staff member. 
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