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Job description

	Date: 27 October 2021
	
	
	


_____________________________________________________________________

	Department:

	City and Neighbourhood Services

	Post number:

	EBSBS006

	Section:

	CNS Support Services

	Job title:

	Senior Business Administrator

	Grade:

	Grade 5


_____________________________________________________________________

Main purpose of job

To report to the Business Coordinator, having day to day responsibility for the management, training and development and allocation of the workload of assigned business administration staff and to ensure that high standards of service delivery are maintained through their motivation and management.

To provide a comprehensive administrative role for the service, including providing support for new and evolving areas of work and to meet service and unit objectives.

To undertake all duties of the post in accordance with agreed time and quality targets.

To fully participate in the council’s performance management framework.

To represent the Business Coordinator in the post-holder’s sphere of responsibility when required.



Summary of responsibilities and personal duties

1. 	To provide a comprehensive administrative role for the Environmental Health Service as required and in particular:

-	To maintain any required records or databases using manual or computerised systems as appropriate.

-	To issue accounts to various bodies for work carried out by the Environmental Health Service and to be responsible for the safe receipt of all monies.

-	To issue licences, forms, letters, promotional leaflets and literature as necessary.

-	To administer grants and payments as required.

· To deal with complaints, enquiries and requests for service (including processing Freedom of Information requests, corporate complaints and complaints from Elected Members) in line with policies and procedures.

2. 	To support the general administrative functions within the service such as the council’s flexi system, annual leave, sickness absence and requisitions.

3. 	To undertake the administrative duties in relation to the enforcement function including notices, formal cautions, summonses and maintain legal correspondence.

4. 	To provide end-to-end administration for new and evolving areas of work and to meet service and unit objectives (such as supporting partnership working; arranging meetings and workshops; minute taking; workshop write-up; follow-up actions and other relevant duties) and providing support through research and analysis for new initiatives and projects as directed by the Business Coordinator.

5. 	To be responsible for the daily management of business administration staff assigned to the post-holder’s area of work and to allocate work, check outputs and to ensure that deadlines are adhered to. 

6. 	To assist the Business Coordinator in assessing training needs within the unit and support with the training of staff.

7. 	To participate in the council’s performance management schemes by developing and completing personal development plans for assigned staff, and monitoring/ managing absence for assigned staff.

8. 	To assist in administrative decisions within the Business Administration Unit and in implementing administrative or procedural change where necessary.

9. To compile and analyse service performance data, statistics and reports as required.

10. 	To collate management information for the service and to implement systems for monitoring and evaluation of this information, working with the Business Coordinator.  

11. 	To work with the Systems, Processes and Information Officer in reviewing, developing and implementing effective processes, operating standards and systems; streamlining processes and systems in order to improve operational efficiency and effectiveness.  

12. 	To ensure the development and maintenance of effective filing and document management systems for the service.

13. 	To communicate effectively and exchange information with members of the public and other organisations ensuring high standards of customer service are maintained, providing practical environmental health advice as required.

14. 	To represent the Business Coordinator as required and to assist them in the absence of the Business Manager.

15.    To motivate and manage any staff, that may be assigned, to the post holder to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 

16.    To participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

17.  	To participate as directed in the council’s recruitment and selection procedures.

18.  	To act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

19.  	To undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

20.    To undertake such other relevant duties as may from time to time be required.

This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.





Employee specification

	Date:
	2 February 2026 


_____________________________________________________________________

	Department:

	City and Neighbourhood Services
	

	Post number:

	EBSBS006
	

	Section:

	CNS Support Services
	

	Job title:

	Senior Business Administrator
	

	Grade:

	Grade 5
	


_____________________________________________________________________

Experience

Applicants must, as at the closing date for receipt of application forms, be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in each of the following three areas: 

a) the upkeep and manipulation of databases and other computerised systems and generating management information, as required;
b) acting as an escalation point for dealing with and resolving of customer complaints and enquiries; and
c) managing staff on a daily basis to provide back-to-back administration support within a fast-paced customer facing service including programming of workloads and priorities and coordinating staff development.


Desirable criteria

In addition to the above experience, Belfast City Council reserves the right to short-list only those applicants who, as at the closing date for receipt of application forms, can demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience in the three areas outlined above, (a) to (c).


Special skills and attributes

Applicants must be able to demonstrate evidence of each of the following special skills and attributes which may be tested at interview:

Communication skills: The ability to demonstrate highly effective presentation and communication skills capable of influencing and persuading a wide range of people and organisations, both orally and in writing.

Information technology skills: The ability to understand how information technology can improve business effectiveness and be able to operate specialist software packages and have an advanced knowledge of Microsoft programmes. 

Team leadership and team working skills: Effective leadership skills capable of making a full contribution to team decision making and the ability to work as part of a team displaying flexible and politically sensitive skills when working on confidential matters.

Customer care skills: Demonstrates a sound ability to deal with and respond to the needs of a diverse range of internal and external customers including members of the public.

Management skills: The ability to manage, delegate and allocate workload ensuring that deadlines are adhered to and overall service delivery is maintained.

Decision making and problem-solving skills: An incisive and practical approach to problem solving with the ability to extract, analyse and report upon service information and evidence of making day-to-day decisions on operational issues.

Working planning and organisational skills: The ability to prioritise work, understand work plans and follow through programmes to ensure that all targets and quality standards are consistently met by using available resources and effective administrative systems and controls 



______________________________________________________________________________
Senior Business Administrator
18/02/26
