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Job Description

Business Support Assistant

	Job Details

	Grade
	Grade 2

	Number of Posts
	1

	Department
	Children with Disabilities BSS

	Reporting to 
	Vicky Kavanagh



	Who Are We? 

	We are Birmingham Children’s Trust.

‘Working Together to make Birmingham the greatest city to grow up in.’

The sole purpose of Birmingham Children’s Trust is to make a positive difference for children, young people and families in the city, by driving up the quality of practice and partnerships across the city and its services.

Every employee from Family Support and Social Workers to Finance and Legal, work together to make a positive difference to children, young people and families. We are one team, and each have an important role to play in achieving the Trusts objectives.

Birmingham Children’s Trust Leadership team comprises of six Executive Directors who are responsible for leading and managing the Trust to be an autonomous and high performing organisation.  

Our Vision: 
Our vision is to build a Trust that provides excellent social work and family support for and with the city’s most vulnerable children, young people and families.
We will do this: 
· with compassion and with care. 
· through positive relationships, building on strengths. 
· in collaboration with children, young people, families and partners. 
· by listening, involving and including. 
· in ways that are efficient and deliver value for money. 
Success will mean significant progress towards these outcomes: 
· healthy, happy, resilient children living in families. 
· families able to make positive changes. 
· children able to attend, learn and achieve at school. 
· young people ready for and contributing to adult life. 
· children and young people safe from harm.
Our Values: 
 
ONE TEAM 
                                         ACCOUNTABILITY AND RESPONSIBILITY 
                                                                                        QUALITY AND INNOVATION  
                                                                      RELATIONSHIPS  
                                                             HIGH SUPPORT HIGH CHALLENGE 



	Key Responsibilities

	· To have a good working knowledge of Microsoft suite of products particularly Excel 

	· Manage a busy shared mailbox

	· Be organised and able to multi - task

	· Communicate professionally with a variety of different clients and agencies effectively

	· Work well in a small tight knit team but also be able to use own initiative to  work on their own

	· Proactive problem solver and forward thinker 

	· Be able to work to deadlines and strict timescale

	

	· Attend the office at Lifford House every Wednesday 

	· Punctual and reliable

	· 

	· 






	Key Information

	Is a Safeguarding Check needed?
	Dropdown Options:
Not Required
Or
	
	Children
	Adults
	Children and Adults

	Basic
	
	
	

	Enhanced
	
	
	




	Will this position have Line Manager Responsibility?
	Dropdown Options:
	

	No






Person Specification

	Essential Criteria

	Method of Assessment (M.O.A): AF = Application Form; E = Work Based Exercise; I = Interview;
P = Presentation; Q = Qualifications

	CRITERIA
	Method of Assessment (M.O.A)
	ESSENTIAL

	[bookmark: _Hlk169194760]Qualifications
	AF
	

	Training
	AF/I
	

	Experience
	AF/I
	

	Experience
	AF/I
	

	Experience
	AF/I
	

	Experience
	AF/I
	

	Skills
	AF/I
	

	Skills
	AF
	

	Skills
	AF
	

	Skills
	AF
	



At Birmingham Children’s Trust, we are dedicated to safeguarding and promoting the welfare of children and young people. We expect our staff to create an environment and culture that promotes equality, diversity, and inclusion and advocate for anti-discriminatory practices and behaviours. 
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