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Job Profile:
Business Support Officer
GRADE: 4
18.5 hours per week, Wednesday pm, Thursday and Friday, in accordance with Councils scheme of flexible working hours. The post holder may be required to work outside normal office hours from time to time. 
What is the role?
The Business Support team sits within Gosport Borough Council's (GBC) Housing & Property Services department, and is responsible for effectively and efficiently delivering a range of general and financial administrative functions on behalf of the whole service.  
This is a busy and challenging role and will suit you if you enjoy working as part of a team and provide a key support role to ensure the smooth day-to-day functioning of the Housing Service.
On a typical day, the Business Support Officer will deal with a range of administrative tasks for the service, such as:
Customer Service & Resident Support
· Handle incoming telephone calls and customer enquiries.
· Process telephone payments.
· Record, monitor and track customer complaints.
· Support resident consultation activities as required.
· Prepare tenancy and garage sign-up documentation.
· Conduct garage sign-up appointments and complete associated administration.
Information Management & Compliance
· Log, collate and monitor Freedom of Information (FOI) requests and responses.
· Log, collate information for, and respond to Subject Access Requests (SARs).
· Scan, index and process a variety of documents and records.
· Maintain and update staff training records.
Income Management & Financial Administration
· Set up and amend direct debits and standing orders.
· Complete BACS reconciliations.
· Process customer refunds.
· Process credit and debit adjustments.
· Monitor and recover garage rent arrears.
· Monitor and recover former tenant arrears.
· Raise and process purchase orders.
Property Services Administration
· Upload compliance certificates, update stock database records and raise repairs as required.
· Arrange repair appointments, gas servicing visits and aid adaptation works.
· Update utility provider portals for void properties.
· Program and issue key fobs.
· Provide administrative support to the Property Services Team.
General Administration & Office Support
· Open, sort and distribute incoming post.
· Order and maintain stationery supplies.
You will need to be methodical, organised and able to work under pressure to meet deadlines.
You must demonstrate excellent customer service skills and have the ability to remain calm, polite and professional at all times. 
Your IT skills will be good with a practical knowledge of Word and Excel and PowerPoint, as you will be expected to write letters, maintain spreadsheets and the stock database, and prepare presentations.
Who is the person?
Reminder: You will only be shortlisted if you can demonstrate the 9 points below with examples in your application
We are looking for somebody who:
1. Is able to demonstrate experience of business support and administrative procedures.
2. Is customer focussed and able to demonstrate consistently high standards of customer service.
3. Have relevant experience of using all Microsoft packages; in particular be able to demonstrate practical IT skills using Word when preparing letters, reports and specifications and using Excel spreadsheets to record and analyse data and using PowerPoint to prepare presentations.
4. Is pro-active, organised and methodical with the ability to work quickly, consistently and accurately when under pressure.
5. Be able to ask the right questions of customers to ensure repairs can be recorded accurately on our database, and the contractor informed of required works as appropriate 
6. Is able to communicate effectively at all levels, from the most socially disadvantaged tenant to senior managers and local ward Councillors.  Be able to converse at ease with customers and provide advice in accurately spoken English.  
7. Is able to manage your time effectively and demonstrate resilience when competing priorities challenge you personally
8. Has good literacy and numeracy skills.
9. Has good interpersonal and team working skills.
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General Data Protection Regulation (GDPR)
As part of any recruitment process, Gosport Borough Council collects and processes personal data relating to job applicants.  Gosport Borough Council is committed to being transparent about how it collects and uses that data and to meeting its data protection obligations under the General Data Protection Regulations (GDPR).
Completing and sending an application in for a vacancy is your consent for us to process your data for the purpose of the recruitment.  Your data is not used in any other way and you can withdraw your consent at any point in the recruitment process and we will destroy or delete your information.
For more detailed information on what we collect how we use, store, delete date and your rights you can access a privacy statement on the Council’s website https://www.gosport.gov.uk/sections/your-council/data-protection/data-protection-privacy-notice/
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