Manchester City Council
Role Profile

Business Support Lead Level 2, Grade 6
Legal Services, Corporate Core Directorate
Reports to: Assistant Director Legal – People Place and Regulation

Key Role Descriptors

You will be required to undertake a Level 4 Business Analyst apprenticeship.

The role holder will provide high quality, customer focused, flexible and timely business support directly contributing to the achievement of objectives of a high-quality service.

The role holder will define, lead and ensure that appropriate and effective business support initiatives are in place to support the delivery of high-quality services.

The role holder will have lead accountability for the organising and performance management of business support activities which may include the management of staff, finances or physical resources.

The role holder may be required to provide high quality, professional, customer focused, flexible, timely and confidential secretarial support to senior management.

Key Role Accountabilities

Lead accountability for adopting best practice in business support activities and in continuously improving the performance and customer service standards to meet and improve outcomes for the service in line with objectives and key performance indicators.

Responsibility for undertaking service planning reviews aligned to the business plan objectives with lead accountability for the development, implementation and review of key business support processes and procedures which effectively support service needs.  

Analyse and interpret feedback and performance data and proactively develop recommendations for improvement in line with best practice in a way that supports service priorities and objectives.

Attend meetings in person at locations other than their usual place of work for minute taking.  

Accurately monitor customer care performance in line with key performance indicators, producing reports on current position providing recommendations for improvement and setting clear business and personal objectives.

Contribute to the development and improvement of management information systems identifying areas for improved efficiency and added-value to support the service.

Develop effective partnerships and collaborative working arrangements with other services to implement transformational change working and identify council wide improvements and cross-cutting initiatives to improve the value-added role of business support.

Work collaboratively with colleagues and stakeholders to enhance the role of business support throughout the Council, providing cover and flexibility where required.

Roles at this level may be required to undertake management duties, either through direct line management of a team (including appraisals, performance management and other duties) or through matrix management of a virtual team of officers.

Personal commitment to continuous self-development and service improvement. 

Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and communications. 

Where the role holder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the role.  If, however, a certain task proves to be unachievable, job redesign will be given full consideration.  


Role Portfolio

Legal Services

Legal Services is based within the City Solicitors Division which also comprises Registrars and Coroners, Communications, Electoral Services and the Civic and Ceremonial Team. 

Legal Services underpins the legal, democratic and statutory functions of the Council. We are the largest shared legal service in the country, providing high-quality, value-for-money legal services to all departments of Manchester and Salford City Councils and Rochdale Borough Council in respect of Children and Adult services.  We also act for a number of external clients.  We provide legal support to council objectives, and valuable input into strategic planning and policy development.  

There are four groups within Legal Services:

· People Place and Regulation 
· Regeneration 
· Governance 
· Children and Families 

The Central Business Support Team

The Central Business Support Team provides high quality administrative support to the Legal Services Groups.  

Role Specific

To ensure a high-quality service is provided which delivers all aspects of operational and administrative support across Legal Services. 

Engaging with stakeholders to ensure business needs are met and to explore opportunities for continuing business improvement and establishing clear service standards, with an ability to adapt to a rapidly changing environment and manage conflicting priorities.

Reviewing processes and procedures and suggesting improvements to ensure they are efficient to meet the needs of the department. 

Performance management of staff within Central Business Support Team, including creation and provision of learning and development activities to ensure staff are motivated and equipped with the requisite skills, knowledge and behaviours to deliver a high quality, efficient, customer focused service.

Business Support Lead Level 2 – Key Behaviours, Skills and Technical 
Requirements 
 
Our Manchester Behaviours
 
 We are proud and passionate about Manchester
 
 We take time to listen and understand
 
 We ‘own it ‘and we’re not afraid to try new things

 We work together and trust each other 
 
 We show that we value our differences and treat people fairly
 
Generic Skills 
 
· Interpersonal: Ability to communicate clearly, concisely, accurately and in ways that promote understanding.  
· Analytical: --- Ability to absorb, understand and quickly assimilate moderately complex information and concepts and compare information from a number of different sources. Ability to present information using simple descriptive statistics; mathematical averages, percentages, appropriate tables and charts.
· Planning and Organising:  Demonstrate the ability to organize multiple tasks in the most effective way, and allocate time and energy according to task complexity and priority
· Project Management: Planning Skills to map the achievement of a desired outcome through a series of actions and milestones with an ability to implement monitoring techniques to capture progress made.
· Problem Solving and Decision Making: Ability to analyse situations, diagnose problems, identify the key issues, establish and evaluate alternative courses of action and produce a logical, practical and acceptable solution. 
· Administrative skills: Ability to arrange and service complex meetings, preparing information, taking detailed notes and producing minutes from a wide range of meetings.
· People/Performance Management:  Ability to organise own and others activities with an ability to carry out operational planning for a specific service area.
 
Technical requirements (Role Specific)  

You must successfully complete a Level 4 Business Analyst Apprenticeship- duration 18 months 
Entry requirements for apprenticeship: Maths and English – Grade 4 or above (grade C or above under previous grading system)  
[bookmark: _gjdgxs]Accurate keyboard skills
Competent use of Microsoft Word and Excel
You must have experience of using a legal case management system as an administrator with experience of running reports.
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