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	Job Title
	Business Support Officer x 2 posts

	Salary
	£27,694 (FTE)

	Hours
	Up to 56.25 hours per week available across several posts; therefore, both full- and part-time hours are considered.

	Contract
	Permanent

	Responsible To
	Business Operations Manager

	Responsible For
	Reception and Administrative Volunteers (where applicable)

	Location
	Based at the organisation’s offices with occasional travel as required.

	Purpose of the Role

The Business Support Officer carries out the organisation's day-to-day business support services, ensuring administrative, finance, human resources, governance, and reception functions operate efficiently and effectively.
The postholder will act as the central operational coordinator for the Business Support Team, ensuring business support systems are maintained, enquiries are responded to promptly and organisational administration is delivered to a consistently high standard.
Working closely with the Business Operations Manager, the Business Support Officer will contribute to the continuous improvement of business support processes, supervise reception services, and support the charity's effective operation.

	Key Responsibilities

1. Business Support 
· Carries out the day-to-day delivery of business support services across the organisation. 
· Plan and prioritise administrative workloads to ensure operational priorities are completed effectively. 
· Supervise the reception volunteers, providing guidance and day-to-day support. 
· Ensure appropriate administrative cover is maintained throughout the organisation's opening hours. 
· Maintain office systems and administrative procedures. 
· Identify opportunities to improve business support processes and efficiency. 
· Support the Charity Business Manager in implementing operational improvements. 

2. Office Administration
· Coordinate office administration activities. 
· Ensure office supplies, equipment and resources are available and replenished. 
· Manage incoming and outgoing post. 
· Maintain electronic and paper filing systems. 
· Ensure organisational records are accurate and accessible. 
· Coordinate diary requests, meeting arrangements and administrative support as required. 

3. Reception and Customer Services
· Coordinate reception and front-of-house services. 
· Ensure telephone, email and general enquiries are responded to promptly and professionally. 
· Supervise visitor management arrangements. 
· Coordinate volunteer reception rotas. 
· Ensure visitors, families, volunteers and partners receive a welcoming and professional experience. 
· Escalate enquiries appropriately where required. 

4. Room Bookings and Building Use
· Coordinate the room booking system. 
· Manage room allocations and booking enquiries. 
· Liaise with room hirers before and after bookings. 
· Prepare booking documentation and confirmations. 
· Monitor room utilisation and identify opportunities to maximise community use. 
· Coordinate meeting room availability. 
· Ensure rooms are prepared and ready for use. 

5. Financial Administration
· Process purchase invoices and supplier payments. 
· Raise sales invoices where required. 
· Maintain financial records and supporting documentation. 
· Process staff and volunteer expense claims. 
· Obtain quotations and support procurement activities. 
· Liaise with suppliers and service providers. 
· Support budget holders with purchasing processes. 
· Assist in preparing financial information for the Charity Business Manager. 

6. Human Resources Administration
· Maintain employee and volunteer records. 
· Coordinate recruitment administration. 
· Arrange interviews and onboarding activities. 
· Prepare induction documentation. 
· Monitor mandatory training records. 
· Maintain DBS and compliance records. 
· Support HR administration processes. 
· Ensure confidential HR records are maintained in accordance with GDPR. 

7. Governance and Compliance
· Coordinate administration for Board and committee meetings. 
· Prepare meeting papers where required. 
· Maintain policy review schedules. 
· Support compliance monitoring activities. 
· Maintain organisational records relating to health and safety, GDPR and operational compliance. 
· Assist with audits and inspections. 
· Support the Business Operations Manager with governance administration. 

8. Data, Monitoring and Reporting
· Maintain organisational databases. 
· Ensure operational records are accurate and up to date. 
· Support data collection for contracts, grants and impact reporting. 
· Produce routine operational reports. 
· Assist with monitoring returns and organisational performance information. 

9. Volunteer Coordination
· Coordinate volunteers supporting reception and administration. 
· Arrange induction and training. 
· Maintain volunteer records. 
· Prepare volunteer rotas. 
· Provide day-to-day guidance and support. 
· Promote a positive volunteering experience. 

General Responsibilities

The postholder will:
· work collaboratively with colleagues, volunteers and trustees; 
· contribute to continuous improvement across the organisation; 
· maintain confidentiality at all times; 
· comply with GDPR and organisational policies; 
· undertake training appropriate to the role; 
· undertake any other duties appropriate to the grade of the post.


	Safeguarding

The postholder is expected to safeguard and promote the welfare of children, young people and vulnerable adults and to work in accordance with the organisation's safeguarding policies and procedures.


	Equality, Diversity and Inclusion

The postholder will actively promote equality, diversity and inclusion and help create a welcoming, respectful and inclusive working environment for staff, volunteers and service users.


	Health and Safety

The postholder is responsible for taking reasonable care of their own health and safety, and the health and safety of others who may be affected by their actions, and for ensuring compliance with organisational health and safety policies and procedures.


	This job description outlines the main duties and responsibilities of the post. It is not an exhaustive list and may be reviewed and amended in consultation with the postholder to reflect changing organisational needs.




	Person Specification

	Criteria
	Essential
	Desirable

	Qualifications
	Level 3 qualification (or equivalent experience) in Business Administration, Office Management or a related discipline
	Level 4 or 5 qualification in Business Administration, Management or HR

	Experience

	Administrative experience within a busy office environment
	Experience within the charity, voluntary or public sector

	
	Coordinating business support services
	Experience supporting a Board or Committee

	
	Finance administration
	Payroll administration

	
	HR administration
	Charity governance

	
	Supervising staff or volunteers
	Community venue or room hire administration

	Knowledge
	Office administration, Microsoft 365, GDPR, Health & Safety
	Charity Commission requirements

	
Skills

	Finance and HR administration processes
	Grant-funded environments

	
	Excellent organisational skills
	Experience of improving systems and processes

	
	Ability to prioritise competing demands
	Project coordination

	
	Strong communication and customer service skills
	

	
	Accurate record keeping and attention to detail
	

	
Personal Attributes

	Ability to supervise and support others
	

	
	Confident using databases and office systems
	

	
	Professional, approachable and organised
	

	
	Calm under pressure
	

	
	Positive and collaborative
	

	
	Able to work independently and as part of a team
	

	
	Committed to continuous improvement and excellent customer service
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