Wiltshire Council

ROLE DESCRIPTION

Role description: Wellbeing Administrative Assistant

Role profile family: Business Support

Role profile number BS04-1850 Grade D

and grade:

Number of posts: 10f2

Service/Team: Health Improvement

Reports to: Public Health Practitioner Manager (Health Improvement Coach service)

Business Support job family overview:

Delivery of administration, information processing and business services to support the Council

e Processes regular transactions via established procedures

e Undertakes regularly occurring event based tasks and duties

e Delivery of ongoing processes and procedures including specialist areas

e Understands and responds to real time queries

¢ Provide routine and standard advice and guidance on the Councils processes and procedures

Service / Function Context

The overall responsibilities of the service/function are:
The Public Health team are expected to deliver across the three domains of public health:

e Health protection — this about dealing with cases or outbreaks of communicable disease
such as measles, meningitis and norovirus.

¢ Health improvement — this about helping people to improve their health by developing,
implementing and evaluating interventions; by developing and implementing strategies and
policies linked to national and local agendas; and by using providing specialist advice and
information to a wide range of people.

e Healthcare Services — this is about using evidence to support service development and to
ensure the quality of services by assisting in the commissioning of services.

To provide a fully responsive business support service to the Health Improvement Coach and Weight
Management Service; providing a full range of administrative services.

To participate in the full range of Customer Care services.
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Job Purpose

Specific duties and responsibilities include:

e To support the Single Point of Access as part of the Health Improvement Coach service to triage
referrals to the most appropriate service.

e To support the Public Health Practitioner Manager for Health Improvement Coach service and
Public Health Practitioner for Weight Management Service on administration support including
marketing and promotion of the Single Point of Access.

e To provide a full range of administrative support to staff in the Health Improvement Coach and
Weight Management service.

¢ To participate in the daily processing of all communications/postal systems operating across
offices to ensure that efficient systems are maintained.

¢ To participate in the provision of high-quality front-of-house service acting as first line contact for
o Receiving enquiries and actioning as appropriate
o Providing information and guidance to members of the public using Making Every Contact.

Count (MECC) style conversational skills.
Ensuring urgent matters are referred to appropriate team member
Maintaining an accurate resource/information base and appropriate records
Maintaining meeting room diary booking systems and ensuring rooms are cancelled if not
required
e To provide information to all enquiries contacting the service, liaising as necessary with
colleagues in the Public Health team. Using the referral pathways to refer clients appropriately.
To ensure all referrals are recorded accurately, using IT and manual systems. To progress,
chase and track information to ensure all systems are maintained and updated.
e To respond flexibly to the administrative needs of the Health Improvement Coach and Weight
Management service.

Person Specification

Specific qualifications, knowledge, and skills required for this role:

Essential

e GCSEs/ NVQ Level 2 in Administration or equivalent — including English at Grade C or above

e Excellent ICT skills including Microsoft applications, particularly Word

e Previous general office experience, within a large and complex organisation

e Proven ability to communicate with and relate to members of the public and professional staff,
either face-to-face or via the telephone.

o Able to deal with distressed people in a calm and appropriate manner.

e Capable of working as a member of a team and to contribute to the effectiveness of the service.
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o Able to be flexible and fully responsive to competing demands on a daily basis, prioritising own
workload accordingly
Proven ability to offer high levels of accuracy, attention to detail and to produce work of a high
standard.

¢ Able to gain knowledge and impart information to others.

o Skilled at achieving high levels of professionalism, maintaining absolute confidentiality, whilst
working with sensitive information and operating within GDPR guidelines.

e Committed to own personal development and to demonstrating continued learning.

¢ Able to demonstrate understanding and knowledge of equalities issues and anti-discriminatory
practice and a willingness to promote equalities

e Good standard of written and spoken English

Desirable

o Experience of operating in a pressurised environment and of meeting tight deadlines.
e Experience of working in a Public Health/Health Promotion role/service.
¢ Attended training on Making Every Contact Count and utilise healthy conversational skills

Career graded posts

This post does not form part of a career grade.
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Supporting information

Driving classification

Occasional driver
A valid UK driving licence is not required. Occasionally may need to travel to different locations in X
order to undertake the duties of the role.

Regular Driver
Must hold a valid UK driving licence (with no more than 6 penalty points) and have access to either

their own car or a pool car in order to undertake the duties of the role unless other forms of O
transport are available and viable to perform the role, including public transport. Or a reasonable
adjustment has been agreed.

Required Driver
Must hold a valid UK driving licence (with no more than 3 penalty points) and will drive a vehicle H
supplied by the Council in order to undertake the duties of the role.

Employees should refer to the Corporate Driving at Work policy for further information.

Driving trigger points

The trigger points set out below, regarding driving licence points and at-fault accidents,
apply to all staff who drive on council business.

Corrective Driver | Additional corrective
Trigger Points Training Course [training if appropriate
or further action or further action
Points on driving licence 6 9

Discussion Corrective Additional

and advice on Driver corrective
Trigger Points expected Training training if
driving Course or |appropriate or

standards |further action | further action

At fault accidents within a
two-year period (whether 1 2 3
work or personal)

Job applicants who drive must have 9 or less points on their driving licence, and must have
less than 4 at fault accidents within a two-year period. If they meet the trigger points, they
will be subject to the actions outlined in the table above.

If holding a valid licence, occasional drivers will need to declare penalty points and no-fault
accidents as requested. Depending on the role, decisions as to whether this might either
affect appointment or require corrective driver training, will be made case by case.
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Political restriction

This role is politically restricted. The job holder is not permitted to undertake political activity
involving standing for election as a member of parliament, as a member of the Scottish or Welsh []
Parliaments, or a local councillor. The job holder is furthermore not permitted to canvass on
behalf of a political party or a person who is already, or who seeks to be, a candidate. In
addition, they may not speak to the public or publish any written or artistic work that could give
the impression they are advocating support for a political party

This role is not politically restricted Y

Professional fees and related occupational costs

As part of this role, or to support professional development, the job holder is required to be a
member of a professional body or association. The job holder is responsible for payment of all []
professional fees, memberships, registrations or subscriptions and no reimbursement or
contribution towards these will be provided by the council

This role does not have any professional or occupational membership requirements X

Clearances — Disclosure & Barring Service (DBS)

This role will be engaged in ‘regulated activity’ providing specific services relating to children or
vulnerable adults and is subject to a Disclosure from the Disclosure and Barring Service. Il
This role is exempt from the Rehabilitation of Offenders Act 1974 and will require an Enhanced [
DBS check before appointment can be confirmed.

This role is exempt from the Rehabilitation of Offenders Act 1974 and will require a Standard DBS ]
check

The role requires a Basic DBS check to check for convictions and cautions that are considered to | []
be unspent under the terms of the Rehabilitation of Offenders Act 1974.

This role is not subject to a Disclosure from the Disclosure and Barring Service in order to X
undertake the duties of the role.

Clearances — Baseline Personnel Security Standard (BPSS)

This role requires access to the UK government Public Services Network (PSN) and is subject

to a BPSS check

This role is not subject to a BPSS check

Clearances — Non-Police Personnel Vetting (NPPV)

This role requires working in partnership with the police, and/or having access to Police related L]

systems and is subject to a NPPV check at level 2*. (*regular access to police premises and
police information, intelligence and financial or operational assets. Occasional access to those
deemed ‘secret’).

This role requires working in partnership with the police, and/or having access to Police related
systems and is subject to a NPPV check at level 3*(*regular unsupervised access to police [
premises and/or access to police information and/or information systems and/or hard copy

material either on police premises or by remote access up to “secret” level. A level 3 includes a
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check on you, your spouse/partner, co-residents, and all family members).

This role is not subject to a NPPV check X

Safeguarding

For all roles within Children’s Services. Wiltshire Council is committed to safeguarding and
promoting the welfare of children, young people and vulnerable adults and all staff are []
expected to share this commitment. You will be expected to report any concerns relating to
the safeguarding of children, young people or vulnerable adults in accordance with agreed
procedures. If your own conduct in relation to the safeguarding of children, young people or
vulnerable adults gives cause for concern, the council’s agreed child protection/vulnerable
adults protection procedures will be followed.

For all roles within Adult Social Services. Wiltshire Council is committed to safeguarding and
promoting the welfare of vulnerable adults and all staff working for the council are expected to
share a commitment to this. You will be expected to report any concerns relating to the possible
abuse of a vulnerable adult in accordance with the agreed interagency safeguarding adults’
procedures. If your own conduct in relation to the safeguarding of vulnerable adults gives cause
for concern, the council’s agreed interagency safeguarding adults’ procedures will be followed,
alongside implementation of the council’s disciplinary procedure. The job holder is accountable
for their safeguarding of vulnerable adult responsibilities to their line manager.

For all other roles within the council. Wiltshire Council is committed to safeguarding and
promoting the welfare of children, young people and vulnerable adults and all staff are expected
to share this commitment. You will be expected to report any concerns relating to the
safeguarding of children, young people or vulnerable adults in accordance with agreed
procedures. If your own conduct in relation to the safeguarding of children, young people or
vulnerable adults gives cause for concern, the council’s agreed child protection/vulnerable
adults protection procedures will be followed.
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