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Waverley is an ambitious authority, committed to being one of the leading Councils in the country at a time of major change by developing a high performing, highly engaged staff team to share the organisation’s values and deliver our corporate objectives.

	Job Description

	Job Description
	Administration and Finance Officer


	Service:
	Communities


	Team:
	Waverley Training Services (WTS)


	Location:
	The Pump House, Kimbers Lane, Farnham, GU9 9PT


	Reporting to:
	Data and Administration Manager


	Responsible for:
	n/a


	Our Organisational Values 

	Openness
	In Waverley we value openness and honesty where communication is clear and constructive and actions are transparent.

	Excellence
	In Waverley we value excellence, working in a consistent and professional way to achieve the highest standards possible, taking the time to recognise and celebrate success.

	Fairness
	In Waverley we value fairness and respect, working with integrity to ensure that everyone is treated well and has equal access to the opportunities available. 


	Team Work
	In Waverley we value team work and collaboration, with approachable staff actively contributing to our shared corporate goals.


	Taking Ownership
	In Waverley we value taking ownership, where everyone feels personally committed to issues at hand and is working towards a positive outcome


	
Principal purpose of the role

	The overall purpose of the role is to provide high quality administrative support, financial support and customer service within the WTS team.  
 



	Main duties and accountabilities

	1. To provide general administration with the WTS team. 
2. To have, at all times, excellent attention to detail to ensure all information is accurate, submitted and stored correctly without error.
3. To maintain MIS system ensuring records are kept up to date and accurate as well as adding new starts and recording completions, to ensure correct funding and income is generated for WTS.
4. To ensure performance and service levels are kept at a high level.
5. To process payments / purchase orders and invoices.
6. Contribute to the Business Plan for WTS. 
7. Shared responsibility to be a first point of contact for all visitors to Waverley, assisting with enquiries and judging how best to help them – directing them to the right areas when required, either face to face or over the phone. 
8. Shared responsibility for ensuring that the reception area is kept tidy and attractive, ensuring equipment in reception area is in working order.
9. To manage the exam diary and ensure all exams have an invigilator, a room, correct exam papers and to comply with examination rules. 
10. To maintain the manual and computerised records and general filing systems including training records.
11. Support customers with complaints where necessary.
12. Share responsibility to sign for and receive parcels, documents and post.
13. To assist with emergency evacuation procedures.
14. Responsible for maintenance of stationary supplies.
15. Shared responsibility to carry out scanning within the needs of the business of if required to do so.
16. Shared responsibility to provide a point of contact for members of staff requiring administration support.
17. Maintain and balance WTS petty cash float.
18. Minute taking at staff meetings
19. Put invoices onto internal payment system
20. Responsible for ensuring all WTS administration policies and procedures are up to date
21. Responsible for front line phone cover and ensuring the phones are answered in accordance with WTS policy
22. Creation of monthly newsletter


	

Dimensions of the role

	     The Administration and Finance Officer will play a key role in the development and delivery of the services provided by WTS in a variety of ways. 

· Processing new apprenticeship enrolments
· Processing bursary payments
· Raising invoices 
· Assisting with enquiries into WTS 


	
Areas of Accountability/Problem Solving – Decision Making / Scope for Impact

	The post holder is required to:
Ensure a high quality, accurate and efficient administration service at all times. 
To record, maintain and process information, enquiries and/or administrative systems.
Be able to retrieve information, escalate where appropriate and ensure accurate filing of records as necessary
To provide excellent customer service to all our customers ensuring high customer satisfaction

	Planning/Organising/Controlling

	The Business Administration and Finance Officer will be expected to:

1. Organise their own workload.
2. Manage a variety of tasks and projects at any one time and meet the deadlines. 
3. Be a positive, effective and participative team member working with colleagues to balance workload and deliver excellent customer service.

	Customers and Contacts

	Internal
Centre Manager, Team Manager and all WTS staff regarding enquiries
External
Visitors reporting to WTS offices, telephone callers and company representative


	Service/Team Structure

	





PERSON SPECIFICATION

Candidates must be able to demonstrate, with examples, all essential criteria within their application form to be shortlisted for this role.

	
	Person Specification
	

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience

	5 GCSE at grade C or above including Maths & English or equivalent
	A / I
	 A relevant business administration qualification
	A / I

	
	
	
	
	

	
	Experience in working in an administration environment
	A / I
	
	

	Knowledge /Technical Skills

	Able to input data and produce reports in a clear and concise way
	A / I
	Understanding of purchase orders 
	A / I

	
	Knowledge of or experience in administrative / office practices
	A / I
	Knowledge of or experience in Exam bookings and centre portals
	A / I

	
	Excellent attention to detail and accuracy 
	A / I
	
	

	
	Good IT skills, including Word and Excel
	A /I
	
	

	Communication

	Excellent verbal and written communication skills, with good attention to detail.
	A / I
	
	

	
	Excellent presentation skills
	A / I
	
	

	
	Ability to disseminate information to managers in verbal and written form
	A / I 
	
	

	Customer Service

	Excellent customer service skills
	I
	
	

	
	Commitment to customer care and the provision of a customer focused, quality service

	A / I
	
	

	
	Ability to deal with sensitive / confidential issues and information
	A / I
	
	

	Team Working

	Proven ability to work in a team and be a team player
	A / I
	
	

	Managing self and others

	Ability to manage own caseload of work and meet deadlines, having to deal with conflicting priorities and multi-tasking.
	A / I
	
	

	
	Able to work to service standards and targets
	A
	
	

	Can do approach / Achieving results

	Ability to work under pressure independently and as part of a team
	A / I
	
	

	
	Works methodically and accurately seeing processes through from start to finish
	A / I
	
	

	
	Committed to ‘making a difference’ to drive the business forward
	A / I
	
	

	
Special Requirements


	For business continuity purposes, you are required to have access to the internet at home via broadband on a PC, laptop or tablet.
	A
	
	

	
	Ability to work flexibly to meet deadlines.
	A / I
	
	




How assessed
A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment






Basic Disclosure Clearance- Government Requirement for Accessing Council and Government Data
To comply with the Public Sector Networks (PSN) “Code of Connection”, Waverley Borough Council, like other public organisations, need to undertake basic disclosure checks for unspent convictions only, in respect of those staff who will access our IT systems. As a result, a Police Act Disclosure form, together with Guidance Notes, will be sent to you if you are successful in the appointment of this post. 

	
For Official Use only

	Job title:
	Business Administration and Finance Officer
	Post no:
	

	Service:
	Communities
	JE score:
	

	Team:
	Waverley Training Services
	Pay band:
	 

	Location:
	The Pump House
Kimbers Lane
Farnham
GU9 9PT
	Position type:
(if part time, working pattern)
	Full time


	Competencies:
(level 1 – 4)
	Communication: 2
	Add level
	

	
	Customer Service:2	
	
	

	
	Team Working: 2
	
	

	
	Managing Self and Others: 2
	Add level
	

	
	Can do approach/Results: 2
	
	


	Reviewed By:
	
	Date:
	

	Checked in:
	this…?
	Date:
	

	Last Updated:
	
	Date:
	




Centre Manager


Data and Administation Team Manager


Head of Communities and Major Projects


Business Administration and Finance Officer


6 | Page

image1.jpeg
OOOOOOOOOOOOOO




