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Dear Applicant,
County PlacementsTeam Administration Officer
Based at Brook House, Whitstable
37 hours per week
Reference: 
Thank you for applying to work with Kent County Council.

This pack will tell you:

· what we can offer you including a range of generous benefits, an excellent local government pension scheme and flexible working

· what you need to know about the job you are applying for

· more about KCC as an employer - also visit our website on 'www.kent.gov.uk'.  

Living and working in Kent offers many opportunities and we very much hope you will want to join us.   

We are an Investor in People employer offering a minimum training and development investment for every employee.  We also have an accredited kent manager standard which is underpinned by our leadership competencies, behaviours and our values.
We value diversity in our workforce - fair treatment for all is vital to the quality of our services to the public.  We have an Equality Policy that translates into real action to ensure that all groups and individuals within the community are given full opportunity to benefit from the services and job opportunities we provide.

If you are able to apply online please do so via http://jobsearch.kent.gov.uk/pages/
Thank you once again for the interest you have shown in this post and we look forward to hearing from you.

Employee Services Recruitment Team

e-mail to: HRConnect@kent.gov.uk
For further information, please contact: Jackie McArthur on 03000 415407 
The closing date 
Kent County Council

Job Description:   County Placements Team - Administration Officer - Level 3

	Directorate:
	Social Care, Health and Wellbeing

	Unit/Section:
	OSU Access to Resources

	Grade:
	KR05

	Responsible to:
	Placements Coordinator


Purpose of the Job:

Provide an administrative support service to the County Placements Team, who are responsible for making long and short term residential and nursing placements for vulnerable adults. You will be responsible to assist in the smooth running of the service, and ensuring data is up to date.
Main duties and responsibilities:

· Produce all types off admin support as required.
· Act as the main point of contact for the team, working the mail box, investigating complex queries and simple complaints, assessing the nature of telephone calls, referring them to the appropriate person without referral to the line manager where possible; ensure that staff, service users and anyone who contacts the team are dealt with efficiently and consistently.

· Take referrals, update system, record on Mosaic generate purchase orders, produce letters.

· Ensure effective communication with a range of people including external providers, service users and their representatives.

· Develop, maintain and monitor all office systems, including the tracker, and filing systems. Ensure that systems are adapted to improve effectiveness in line with the County's Record Retention Policy, data protection and freedom of information protocols.

· Support the day to day clerical and administrative functions of the team. Monitor emails and mail box and telephone messages. Order stationery and equipment in order to facilitate the smooth running of the team.

· Undertake daily vacancy mapping and providing information to staff, providers, service users and their relatives.
· Arrange and coordinate appointments and meetings on behalf of the line manager and other staff within the Unit, including large gatherings such as seminars involving external agencies and speakers, dispatching the relevant documents and taking minutes where required, to ensure that the whole process runs smoothly and that any action points are followed up at the end of the meeting.

· Update, modify and retrieve data on both manual and computerised systems, preparing standard and non standard reports, cross checking data held on different systems to ensure accuracy and developing new systems to meet information needs in order to provide accurate and reliable information, on which management decisions can be made.
· Administer personnel procedures on behalf of the line manager/team, including diary management, and the recording and monitoring of annual leave, sickness absence and travelling expense forms, and support in the recruitment, selection and induction of staff, resolving issues and seeking guidance on more complex issues.
· Process, maintain and monitor financial records relating to expenditure and income, including the preparation of invoices for payment, processing charges and monitoring expenditure against budgets. identifying and investigating anomalies and proposing solutions on behalf of the line manager, in order to ensure that financial information and procedures relating to the team are accurate, up to date and in accordance with finance regulations and Directorate procedures.

· Support managers and staff with client care issues, including taking and recording referrals, making routine bookings and ordering routine equipment for clients, undertaking basic research using the internet, making up client files and chasing actions, in order to enable the manager to progress professional staff care issues.

· Take a proactive approach in supporting and encouraging the team in environmental-friendly working as part of the County Council’s Green Agenda, e.g. double-sided photocopying, switching off consoles and lights etc. 
· You will be required to work flexibly including bank holidays, weekends and evenings.
Footnote:
This job description is provided to assist the job holder to know what his/her main duties are.  It may be amended from time to time without change to the level of responsibility appropriate to the grade of post.

Kent County Council

Person Specification:   Administration Officer - Level 3 

[image: image1.png]



The following outlines the criteria for this post.   Applicants who have a disability and who meet the criteria will be shortlisted.   

Applicants should describe in their application how they meet these criteria.       

	
	CRITERIA

	QUALIFICATIONS

	Educated to GCSE level or equivalent

                       or

NVQ2 in Administration or equivalent


	EXPERIENCE


	· Office administration experience

· Experience of drafting correspondence


	SKILLS AND ABILITIES


	· Literacy and numeracy skills

· Computer literacy - ability to produce a range of documents and reports, including non-standard reports, using Windows WP package, Excel spreadsheet and database functions and Swift.
· Ability to communicate with a range of people including providers.

· Interpersonal, organisational and administrative skills

· Ability to communicate with vulnerable adults and their representatives.

· Ability to develop and maintain effective computerised and manual filing systems

· Ability to organise and prioritise workload to achieve deadlines

· Ability to investigate complex queries and anomalies when required

· Ability to take accurate notes and minutes of meetings

· Ability to take a proactive approach to tracking action points from meetings and correspondence, in liaison with the managers concerned

· Co-ordination skills when arranging meetings and appointments and arranging client care when required

· Ability to monitor and process accurate financial records   

· Ability to travel across a wide geographical area in a timely and flexible manner at various times of the day if required, using car, public transport, car-sharing etc.

· Commitment to equalities and the promotion of diversity in all aspects of working

· Ability to work flexibly and reacting in an emergency for business continuity.



	KNOWLEDGE


	· Knowledge of older people
· Understanding of Data Protection Act and confidentiality issues.
· Knowledge of a range of IT systems including Swift.
· Knowledge of computerised and manual filing systems
· Staff will be expected to have an awareness of and work within national legislation and Corporate and Directorate policies and procedures relating to Health and Safety 

· Understanding of business continuity.

· Understanding of residential and nursing care.


Kent County Council
We are one of the largest employers in Kent, with more than 38,000 staff working in a wide range of full and part time jobs – this also makes us one of the biggest councils in the country.

If you’re looking for a job that makes a real difference to people’s lives, with huge potential for career development and with an employer that values diversity in its staff, recognises the importance of good work/life balance and offers an excellent rewards and benefits package, then Kent County Council could be the employer for you.

We offer a range of excellent staff benefits and rewards, including flexible working and the local government pension scheme.  We are an ‘Investor in People’ so all staff have access to training and development opportunities.

Our annual budget covers a huge range of services.  This translates into a host of interesting roles and career paths awaiting those who want to work in a leading edge public sector organisation.

Rewards and Benefits...

We have created a generous reward and benefit package to help us recruit, retain and motivate our staff so they can realise their full potential and feel excited and proud to work for us.

· Reward Strategy
We have developed a reward strategy to help us meet and exceed national and local strategies for pay and benefits.

The reward strategy:

· recognises individuals’ total contribution through pay

· gives managers the tools to recruit, retain and reward the contribution of individuals

Our reward strategy gives us the flexibility to reward our staff for their hard work in many ways, from one-off cash payments to quality service awards and a new pay progression structure that allows staff greater opportunity to advance.

We have innovative policies in areas such as flexible working, and we continue to expand and adapt our benefits to meet the changing needs of our staff.

· Benefits

Our staff benefits package includes:

· an excellent local government final salary pension scheme including life cover and employer contributions.  For further information visit www.kentpensionfund.co.uk
· flexible working (includes flexi-time, part-time, job-share, term-time, home-based working and career breaks)

· a generous holiday entitlement (between 24 and 30 days a year, depending on how long you have worked for us and the job you do)

· maternity, paternity, adoption and parental leave

· sickness provision

· diversity staff groups

· training and career development opportunities, within a guaranteed minimum of five day’s training for every member of staff each year

· childcare voucher scheme which can be used to pay for registered childcare for children up to 16 years old

· confidential health checks and a confidential counselling service

· opportunities to join healthcare packages from Hospital Savings Association (HSA) and Benenden Healthcare Society

· a staff discount card giving you discounts in shops and health clubs, as well as on travel insurance, and 10% on Kent Adult Education courses

· car sharing scheme and purchasing bikes to travel to work.

Staff policies...

The following policies help to ensure that staff are treated equally and fairly and deliver customer-focused, efficient services to the people of Kent.

· Strategy for Staff

The Strategy for Staff recognises the crucial contribution of every member of our staff, and aims to make KCC a great place to work.

· Customer Care

Our standards for delivering excellent public services to the people of Kent are set outlined in our customer care policy.

· Recruitment and selection

Our recruitment and selection strategy is based on merit and we ensure that our selection criteria are clearly relevant to the job and free from bias.

We aim to recruit a workforce that reflects the diverse community of Kent and our equality and diversity policy statement underpins our recruitment and selection process.

Having a criminal record will not necessarily bar you from working with us; it depends on the nature of the job and the circumstances and background of your offences.  

· Fairness at work

We are committed to fair treatment for all, to improve the quality of services and ensure all employees develop their skills and talent to the full.  Our staff are made fully aware of their responsibilities under our equality and diversity policy statement.

We are also positive about disabled people and have been awarded the two tick’s symbol by the government’s Employment Services.

· Health and Safety

We take our health and safety responsibilities to staff, customers, residents and visitors seriously.  Our general statement on health, safety and welfare at work sets out the management commitment, individual staff responsibilities and outlines the organisational structure and arrangements in place to fulfil health and safety responsibilities.

· Training and Development

Ensuring our staff have the right skills, knowledge and behaviours enables them to provide the best possible service to the people of Kent.

· A mandatory accredited Kent Manager standard for managers at Grade KR9 to KR21 to undertake within the first two years of employment
· Employment Checks

Appointments to Kent County Council are subject to the receipt of satisfactory references and employment checks.  If your post is subject to specific checks (eg. Disclosure and Barring Service), this will have been identified in the job advert and confirmed at the time of inviting for interview.

What we do...

Your Council

Our services affect the daily lives of residents, workers and visitors to the county and include:

· maintaining Kent’s network of roads

· disposing of more than half a million tonnes of rubbish and recycling almost 250,000 tonnes of household rubbish every year

· educating more than 200,000 children in primary, secondary and special schools and pupil referral units each year

· lending 9 million items from our libraries (including mobile libraries) every year and managing art galleries in 22 libraries

· running a wide range of adult education courses from 22 adult education centres and 300 other adult education sites

· delivering a youth service in 28 centres across the country, backed up by detached youth projects, mobile units, vocational training centres, residential and outdoor centres and a campsite

· helping older people to live at home and supporting older people in residential and nursing care

· providing care packages to adult clients, including older people and adults with a physical or learning disability or mental health need

· looking after ‘looked after children’, with a high proportion in foster care rather than residential care.

How does the Council work?

· Kent County Council works closely with 12 district councils, one unitary authority (Medway Council) and more than 300 town and parish councils.  Each has specific responsibilities and some are shared, but all work in partnership to ensure the citizens of Kent are well-presented overall.  

· The County Council has elected councillors who each have a dual role, attending to countywide concerns as well as to the local needs and interests of their constituents.  The Lead of Kent County Council is Paul Carter.

· The council operates under five separate directorates:

· Education, Learning & Skills
This Directorate provides education services to Kent’s children, young people, their families and communities.  It delivers services to ensure children and young people are inspired, motivated by school and living healthy and fulfilled lives. 
Responsible for services including Standards and School Improvements, Attendance and Behaviour, Educational Psychology, Admissions and Transport, Special Education Needs, Specialist Services, Governor Services, Connexions and information and support for parents.
· Families & Social Care
This Directorate provides social care services to Kent’s adults, children, young people, and their families.  Providing, Social Care Services for the people of Kent to live safely and independently in their local communities.  The core objectives are to support people with particular needs to live as independently and fully as possible. Access advice, information and services easily, support with help where needed. 
Responsible for services that include Adult Social Care, Childrens Social Care, Adoption and Fostering, Children and Young People Disability Services, Assessment and Enablement.
· Customer & Communities
The Customer & Communities Directorate reflects our commitment to delivering quality services at the heart of local communities, working with communities to keep in touch with the people of Kent at a local level. 
Responsible for services that include Gateway Delivery, Libraries & Archives, Registrars & Coroners, Adult Learning, Community Safety, Trading Standards, Supporting Independence, Volunteering, Youth Service, Youth Offending Service, Public Rights of Way and Country Parks
· Enterprise & Environment
This Directorate looks after Kent’s natural and built environment while encouraging better economic performance, development planning and transportation strategy. They take the corporate lead on regeneration and conservation, working with others to make a real difference to communities across Kent.  Working to make Kent a better place to live, work and visit – the services that we provide, and the future that we help to shape affects every household in Kent.  
Responsible for services that include Transport and Development, Countywide Improvements, Tourism, Commercial Services, Development Planning, Planning Applications, Natural Environmental & Coast, Heritage Conservation and Kent Downs AONB.
· Business Strategy & Support
This Directorate supports the work of the directorates by providing specialist expertise.  The department also leads and co-ordinates major change and organisational developments.  Responsible for services that include Human Resources, Finance & Procurement, Governance and Law, Property and Infrastructure, Business Strategy and Information Technology.
· Our Public Health Department works with the NHS to improve public health in Kent.

· Tips for applying...

We have a recruitment and selection policy that is based on merit and ensures that our selection criteria are clearly relevant to the job and free from bias.

Your application form is the most important document in helping us to decide whether to invite you for an interview.   We only use the information on your application form to make our decision to shortlist.

Here are some tips to help your application stand out in the shortlisting process:

· You can apply for a job on-line, complete a Word version to email to us or if this is not possible you can print a copy to fill in by hand to post to us

· Read the job description and person specification so that you know what we are looking for

· Tell us how your skills, knowledge and experience match what is required.   It doesn’t just have to be work-based; voluntary work and activities outside work often provide valuable experience and skills that can be applied to a job.

· Fill in all of the form.  If there are some sections that do not apply to you, then please write ‘not applicable’ in that section.

· If you are completing your application by hand, please write clearly.

· Make sure that we receive your application form by the closing date – we cannot accept it after this date.

We would like you to complete our Equalities Monitoring Form to help us understand whether our Equality and Diversity Policy is working effectively.  This information is confidential and is removed prior to the selection process – it is not seen by recruiting managers.  If you decide not to complete some or all of the form, we will record that your choice is to ‘not declare’. Similarly, the information given on the Disability Statement is used only to ensure that we are aware of any particular requirements you may have for the interview process and that we meet our ‘Two Ticks – Positive About Disabled People’ commitment.  This guarantees that all disabled applicants who meet the minimum requirements for the job, will be given an interview.  This information is not seen by the recruiting manager, although they will be made aware of any requirements you have for the interview process.

If you need the application form in any other format, please contact HR Connect on 01622 605666 or email HRConnect@kent.gov.uk
Our procedures comply with DPA and your application will be processed and stored appropriately.


