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Context statement

Job title: Generalist Senior Business Support Officer
Post is linked to JD Ref: BA6098
Directorate/Service/Team: Business Support

Organisation structure
Reporting to:		Chief Exec’s and Generalist Business Support Lead

Responsibility for:	Line management of Generalist Business Support Officers

Context of work
The Senior Business Support Officer plays a key role in delivering high-quality administrative and operational support within Dorset Council’s Business Support function.  This role is responsible for supervising a designated team and overseeing a broad range of administrative duties, with a particular focus on financial management or administration depending on the needs of the service.  The postholder ensures that business support services are delivered efficiently and consistently, aligning with the council’s strategic goals and contributing to an efficient and digitally enabled support infrastructure.

The role involves managing team performance, coordinating workloads, and fostering a collaborative and inclusive working environment that supports continuous learning and wellbeing.  The Senior Business Support Officer is expected to lead service improvement initiatives, implement effective office systems, and ensure compliance with council policies and audit requirements.  They provide expert advice on administrative procedures, oversee budget monitoring and reporting, and act as a key point of contact for internal and external stakeholders.

In addition to managing day-to-day operations, the postholder contributes to strategic planning, participates in working groups, and supports the development and delivery of training, strategic documents, and revised procedures.  They are responsible for maintaining data quality, producing accurate management information, and ensuring that business support service standards are upheld.

The Senior Business Support Officer operates with a high degree of autonomy, using initiative to resolve complex issues and support the wider transformation of business support services.  Their work underpins the council’s ambition to create a resilient, future-ready administrative foundation that empowers teams to focus on delivering exceptional services to residents.

Travel requirement
Travel to and from council offices.

Other information
A DBS check is required.
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