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JOB DESCRIPTION 
 

Business Support Administrator 

 

Pay Range 
£18,747 to £21,690 (pro 
rata) 

Service Area 
 

Business Support 

Line manager Team Manager Location 
Buckinghamshire 
(Offices in Wycombe & 
Aylesbury) 

Full/Part Time Part Time Working Hours 30 hrs per week 

Contract Permanent Annual Leave 
30 days plus bank 
holidays (pro rata) 

 

JOB PURPOSE 

The Administrator will be supporting the Operations teams who work with people in our 
communities with a wide variety of support needs. You will provide administrative support to 
the management teams, playing a pivotal role in ensuring that our administration processes 
are compliant and efficient, which will contribute towards us maintaining and securing new 
contracts for the organisation. 

 

RESPONSIBILITIES 

 
Administrative  
 

• Provide general office support, process correspondence including incoming and 
outgoing post. 

• Answer the telephone, process referrals and liaise with external agencies, clients, other 
professionals and colleagues and respond to enquiries and requests courteously and 
appropriately. 

• Maintain supplies, office equipment and stationery at an appropriate level, processing 
purchase orders for office and clients. 

• Respond to emails using Outlook and office 365 and produce documentation using 
word, excel and other Microsoft office classic applications. 

• Assist team managers in the delivery of service reports. 

• Provide administrative support to the Senior Management Team, Team Managers and 
the administration team as needed. 

• Take notes in meetings when required, including confidential meetings. 

• Assist with the management of the out of hours rota and liaise with the Out of Hours 
team. 

• Maintain record keeping using Connection’s bespoke Access database, running regular 
reports and data cleansing 

• Provide administrative support to the wider teams in Connection support when required. 
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Team tasks 

 

• To assist with the smooth running of the office and the safety of staff, liaising with the 
facilities department. 

• To assist the team managers to prepare for and organise events such as launches, 
conferences, training courses and public meetings as appropriate including booking 
rooms and organising lunches. 

• To liaise with the Marketing and Communications lead in the supply of service leaflets 
and posters as required. 

 

REHABILITATION OF OFFENDERS ACT 

Connection Support is committed to safeguarding and promoting the welfare of 

children, young people and vulnerable adults and expects all staff and volunteers to 

share this commitment. 

This post is exempt from the Rehabilitation of Offenders Act 1974. Applicants are therefore 

not entitled to withhold information about convictions, which for other purposes are ‘spent’ 

under the provision of the Act. 

We are committed to carefully screening all applicants who will work with children, young 

people and adults with care and support needs [delete where applicable]. All applicants will 

be expected to undertake employment checks, a Disclosure & Barring Service check and 

provide previous employment references. 

SAFEGUARDING STATEMENTS 

Employee 

Carry out all duties with an awareness and understanding of the Safeguarding requirements 

within the area of responsibility. Work complies with all safeguarding policies and procedures 

that apply to the role. Behaviours and actions support the safeguarding of children, young 

people or adults with care and support needs as appropriate. 

Manager 

Ensure the necessary standards relating to safeguarding best practices/protocols are 

effectively communicated, monitored and maintained within the area of responsibility. Manage 

and update the standards as appropriate to the role. Safeguarding standards are monitored 

and maintained in compliance with organisational policy. Appropriate safeguarding training is 

provided, and standards are reviewed and updated as required. 

 

Senior Managers 

Ensure organisational safeguarding strategies reflect statutory requirements and best 

practice.  Ensure these are understood and implemented within the area of responsibility. 

There is a proactive and positive Safeguarding Culture. The organisation meets its statutory 

Safeguarding requirements. Strategic risks are effectively managed. 

 



 

3 
 

     


