
WOKING BOROUGH COUNCIL
JOB PROFILE
Job Title:


Business Support Assistant








Pay Grade:


W1 – W2





Team:
      Finance 
Business Area:
      Financial Services
Responsible to:
      Business Support Manager
Job Purpose:
To support the operation of the Financial Services Business Support Team ensuring the timely collection of monies owing to the Council, the prompt and accurate payment to suppliers, and assisting Business Support Managers in the provision of other financial services.  
Main Tasks:
· To work within the Business Support team working flexibly across Debtors, Creditors, and general Business Support functions as processes and requirements develop over time.
· To undertake input to the Integra Financial Management system from source documentation or interfaces in accordance with agreed timescales. 

· Carry out administrative tasks in support of the Business Support Team and the wider Financial Services department.
· To take a proactive role on the collection of sundry debts, including communication by telephone, letter or email with internal and external customers and external bodies, and to continue with such action until a satisfactory conclusion is reached. 
· Other  duties may include but are not limited to, monitoring control reports and following up any exceptions, running Finance system processes such as Direct Debit collection, payment processing and general maintenance procedures; resolving any supplier, debtor or Business area queries on outstanding invoices and taking any necessary actions.
· To ensure that system records are kept up to date to enable good customer service.
· Any other duties as required by the Business Support Manager, which may include cover for other functions of the Business Support Team.  
PERSON SPECIFICATION

Job Title:
Business Support Assistant
	Criteria
	Standard
	E/D
	Measure

	
Education & 
training
	· Good general level of education (GCSE Maths and English or equivalent).
	E

	App form


	
Experience
	· Experience of working in an office environment.
· Knowledge of Microsoft Outlook, Word and Excel
· Experience of Debt collection/credit control
· Experience of financial systems
· Experience of working in a Local Authority
	D
E

D
D
D
	App Form
App form/Int
App form/Int

App form/Int
App form/Int

	
Special Skills
	· Oral and written communication
· Commitment to providing a high quality customer service

· Accuracy and attention to detail
· Knowledge of Integra Financial Management applications 
	E
E

E
D
	App Form
App form/Int
App form/Int

	
Motivation
	· To provide effective and efficient __administrative support

· Able to work within a team
· Able to work on initiative

· Commitment to providing High quality support to the service 
· Ability to work to tight deadlines
	E
E

E
E
E
	App form/int
App form/int

App form/int
App form/Int

App form/int

	
Personality
	· Team worker 
· Confident.

· Trustworthy.

· Methodical
· Flexible Approach

· Calm under pressure

· Discrete
	E

E

E

E

E

E
E
	Int

Int

Int 

Int

Int

Int
Int


Key: 

App = Application Form, I = Interview, E = Essential, D = Desirable

Candidate Screening:

Rehabilitation of Offenders Act 1974 applies

Disclosure and Barring Service check: Basic

