				GOSPORT BOROUGH COUNCIL
Job Profile
[bookmark: _GoBack]Job Title: Business Support Officer Apprentice Level 3 Business Administration – 200457
Department: Chief Executive’s Office – Democratic Services & Civics
Location: Town Hall, Gosport
Reporting To: Executive Assistant to the Chief Executive and Deputy Chief Executive
Hours of Work: 37 hours per week, Monday to Friday, within the Council’s flexible working hours scheme. Evening meetings and occasional weekend work may be required.
Special Conditions: The post is politically restricted (Local Government and Housing Act 1989, Local Government Officers (Political Restrictions) Regulations 1990
Overall Purpose of the Role:
To undertake training towards the Business Administration Level 3 Apprenticeship qualification while developing the skills and knowledge necessary to provide professional, efficient, and responsive administrative support to Democratic Services, Civics, and the PA to the Chief Executive & Deputy Chief Executive.
Key Responsibilities:
Democratic Services Support
· Prepare and service committee meetings (agendas, minutes, attendance).
· Liaise with Members of the Council, senior staff, and external stakeholders.
· Distribute agendas and Members’ Information Bulletin.
· Archive minutes and maintain materials in the Members’ Room.
· Administer appointments of Members to outside bodies.
· Update the Council’s website with democratic-related information.
General Administrative Duties
· Collect and distribute post.
· Order stationery via eProcurement.
· Raise cheques and other forms of payment.
· Provide cover for team members.
· Photocopy and scan documents.
· Liaise with Members, staff, and external contacts.
· Support the customer complaints process and log Councillor/MP enquiries.

Civic Support
· Assist the Mayor’s PA and provide cover during absence.
· Support planning and delivery of Civic Events (e.g., Civic Parades, Freedom of the Borough).
· Attend and minute planning meetings.
· Assist with arrangements for the annual Mayor Making ceremony.
Special Conditions:
· This post is politically restricted under the Local Government and Housing Act 1989.
· Confidentiality must be maintained at all times.
· Compliance with GDPR, equalities, health and safety, and safeguarding legislation is required.
Person Specification
Essential Criteria:
Knowledge & Qualifications
· Familiarity with Microsoft Office.
· Good general education for preparing agendas, minutes, and correspondence.
Experience & Capabilities
· Excellent interpersonal and communication skills.
· Experience organising and minuting meetings.
· Ability to meet deadlines and work accurately.
· Strong organisational skills and ability to manage varied workload.
· Previous administrative experience.
Character & Disposition
· Professional approach.
· Self-motivated and able to use initiative.
· Well-organised and flexible.
· Effective team worker.
Desirable Criteria:
· Knowledge of local government and legal procedures.
· Political sensitivity.
· Experience in committee or Board work.
· Understanding of political pressures.
· Previous local government or legal environment experience.
· Presentation and event organisation skills.
