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Context statement

Job title: Children’s Business Support Officer
Post is linked to JD Ref: BA6099abcd
Directorate/Service/Team: Business Support

The post is designated at Grades 5 to 8.  Post holders will be assigned to an appropriate grade.

Organisation structure
Reporting to: Children’s Senior Business Support Officer

Context of work
The Children’s Business Support Officer provides essential administrative support within the Children’s Spoke of Dorset Council’s Business Support Hub.  Reporting to the Children’s Senior Business Support Officer, the postholder is responsible for delivering timely, accurate, and customer-focused business support services that enable children’s services teams to operate effectively.  This role involves a wide range of administrative duties including managing correspondence, maintaining records, supporting meetings, processing financial transactions, and liaising with internal and external stakeholders.  The postholder is expected to work independently within established procedures, ensuring confidentiality, data quality, and compliance with council policies and relevant legislation.  They will contribute to the council’s digital transformation by adopting new systems and supporting the use of self-service tools and automation.  The role requires strong organisational and communication skills, attention to detail, and a proactive approach to managing competing priorities.  As part of a wider team, the Children’s Business Support Officer plays a key role in supporting the smooth delivery of services to children and families, while upholding Dorset Council’s values of respect, accountability, openness, togetherness, and curiosity.

Travel requirement
Travel to and from council offices.

Other information
A Basic DBS check will be required.
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