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Job title: Business Support Officer (Grade 5)
Directorate/Service/Team: Chief Executive's Office, Central Team Business Support Hub

Organisation structure 
Reporting to: Senior Business Support Officer 
Responsibility for:  Delivering high-quality business support to a variety of operational teams across Dorset Council.
Context of work
The Central Team within the Business Support Hub provides a flexible and responsive support service to operational teams across Dorset Council.
Examples of the work undertaken in this role include, but are not limited to:

Arranging transport, accommodation and interpreter bookings.
Managing and monitoring shared mailboxes.
Data entry and updating service databases.
Handling confidential and sensitive information.
Working closely with other business support colleagues to ensure a consistent approach and that the service delivery model is maintained across the business support teams.
Travel requirement
The position has an occasional travel requirement to attend meetings or training. 


Other information  
Due to the sensitive nature of the work supporting operational teams there is a requirement for a DBS Basic Check.
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