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Job Description
Business Support Team Leader

	Service:
	Digital Services 
	Team:
	Information and Records Management Service (Strategy & Assurance)

	Location:
	County Hall Preston

	Salary range:
	£28,142 - £32,062
	Grade: 
	6

	Reports to:
	Records Manager
	Staff responsible for:
	3-9 (depending on team)



	Job Purpose

	
The purpose of this job is to supervise and provide guidance to the Information and Records Management Service on a day-to-day basis to ensure the service is running effectively and efficiently in the management of Digital and Physical records.

[bookmark: _Int_ZDSMVEwE][bookmark: _Int_x7jJvefR]As a Business Support Team Leader you will manage a team of Business Support Officers within the Information and Records Management Support team allocating duties as required, undertaking supervision, enabling staff development, training and team working, co-ordinating inductions for new starters, and ensuring staff resources are deployed effectively. 


	Accountabilities/Responsibilities

	To supervise and provide guidance to the Information and Records Management Service on a day to day basis to ensure the service is running effectively and efficiently in the management of Digital and/or Physical information. This will include, but not limited to, the following responsibilities:
· To supervise the day to day running of the Information and Records Management Service to meet user needs and service delivery targets.
· [bookmark: _Int_6TYUIJ7A][bookmark: _Int_6JJ3gytI]To supervise and support the Information and Records Management team, allocating duties as required, enabling staff development, training, team working and co-ordinating inductions for new starters. 
· [bookmark: _Int_8XUWnIvg]To provide service-specific advice and guidance to colleagues within the Information and Records Management Service.
· Maintain an up-to-date, in-depth knowledge of the Information and Records Management Service.
· Ensure all staff within their team / specialist area adhere to Information Governance standards.
· Maintain strict confidentiality and non-disclosure of information in accordance with Information Governance guidelines.
· Supervise and provide guidance in the use of electronic, document, records management and case management systems, and any other relevant finding aids, to assist the team in locating and retrieving corporate records and information, and ensuring records are tracked throughout their lifecycle.
· Carrying out various tasks associated with the day-to-day running of the service. 
· Overseeing the identification, location, ingestion, retrieval, delivery, collection, return and disposal of corporate and social care records, files and information in accordance with service procedures, standards and targets.
· Responsibility for securing record storage areas and maintaining strict access controls of the confidential and sensitive information handled and processed daily.
· All work within the service is of a highly confidential and sensitive nature, as we support vulnerable customers within Lancashire. The information managed by the team may be presented in court and must therefore be accurate and presented to the appropriate statutory standards.

Additionally as a Business Support Team Leader you will be responsible for but not limited to:
· Undertaking supervision and ensuring staff resources are used effectively the support team. 
· Collating data in line with business and service objectives to track and monitor team performance.
· Checking stock and equipment levels, initiating ordering processes and receiving items.
· To support their line manager with the completion of Health and Safety Risk Assessments. 
· To deputise for their line manager as required.

[bookmark: _Int_1qEFGFed]Due to the changing nature of the business, this job description serves as a framework to outline the main areas of responsibility.  It is not intended to be either prescriptive or exhaustive and will inevitably change. You may be required to undertake other activities of a similar nature that fall within the remit of your area of work, as directed by service management, and this may entail working from other locations. 


	Other

	
· Behave in a manner that ensures the dignity at all times of all staff and customers.
· [bookmark: _Int_Ol9kFoKB]Demonstrate behaviours that encourage harmonious working relationships with and between staff, customers and suppliers.
· Be accountable for self-development in equality practice and issues through active participation in associated learning programmes.
· Take all necessary steps to ensure that the provisions of General Data Protection Regulation and related legislation are observed to protect the rights of the individual.
· By adhering to documented procedures, play an active role in the achievement and support of all Quality Standards within Lancashire County Council.
· To comply with relevant policies and practices relating to training and development, including a regular development appraisal.
· Undertake, wherever required, other responsibilities and duties including work related to 3rd party external business, on behalf of the service, where this is commensurate with the grade of the post. This may entail working from other locations.
· Be responsible for ensuring that all duties and responsibilities comply with all statutory requirements and with policy and procedure.

	
· Equal Opportunities
We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work. 

· Health and safety
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy. 

· Customer Focused
[bookmark: _Int_Szbyt9xX]We put our customers' needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.


	Our Values

	
We expect all our employees to demonstrate and promote our values:

· Supportive
We are supportive of our customers and colleagues, recognising their contributions and making the best of their strengths to enable our communities to flourish.

· Innovative
[bookmark: _Int_ZfJgb3OW]We deliver the best services we possibly can, always looking for creative ways to do things better, putting the customer at the heart of our thinking, and being ambitious and focused on how we can deliver the best services now and in the future.

· Respectful
[bookmark: _Int_7uyF22EL][bookmark: _Int_xPe2aQzi][bookmark: _Int_ZyYCdbIE]We treat colleagues, customers and partners with respect, listening to their views, empathising and valuing their diverse needs and perspectives, to be fair, open and honest in all that we do.

· Collaborative
[bookmark: _Int_fU1nNUKB]We listen to, engage with, learn from and work with colleagues, partners and customers to help achieve the best outcomes for everyone.



Person Specification
Business Support Team Leader

	Requirements 
	Essential (E) 
or 
Desirable (D) 
	To be identified by: application form (AF), 
interview (I), 
test (T), or 
other (give details) 

	Qualifications:  
	 
	 

	5 GCSEs (Grade A*-C or Grade 9-4) or equivalent including English and Maths	
	E
	AF, I

	NVQ3 in Business Administration (or commitment to obtain)
	D
	AF, I

	Experience:   
	
	

	Demonstrable and relevant experience of working in Information and Records Management	
	E
	AF, I

	Experience of using an Electronic Document Records Management System (EDRMS)
	E
	AF, I

	Experience of using case management systems
	D
	AF, I

	Use of Microsoft Office suite products
	E
	AF, I

	Experience of providing a service to customers
	E
	AF, I

	Experience of working as part of a team
	E
	AF, I

	Ability to lead and motivate teams
	E
	AF, I

	Ability to adapt and show initiative in a specialist team within a busy Information and Records Management Service.
	E
	AF, I

	Experience of working with confidential and sensitive information
	E
	AF, I

	Experience of producing operational documentation and procedures
	D
	AF, I

	Ability to undertake quality monitoring and provide constructive feedback
	E
	AF, I

	Knowledge and skills:   
	
	

	Knowledge and understanding of information and record keeping and structured filing systems
	E
	AF, I

	[bookmark: _Int_Tsz0TAB3]Excellent interpersonal skills and the ability to communicate clearly and effectively with colleagues, managers and members of the public (written and oral)
	E
	AF, I

	Leadership and supervisory skills
	E
	AF, I

	Accuracy and attention to detail
	E
	AF, I

	Organisational skills
	E
	AF, I

	Effective problem-solving skills
	D
	AF, I

	Self-motivation and the ability to work positively and flexibly with other people to meet service needs
	E
	AF, I

	Commitment to continuous improvement in service delivery
	E
	AF, I

	Knowledge of services provided by the County Council
	E
	AF, I

	ICT skills; ability to use MS Office applications, e-mail and to locate information from databases and the internet
	E
	AF, I

	Ability to work in a physically demanding environment
	D
	AF, I

	Knowledge of GDPR, Data Protection, and Freedom of Information
	D
	AF, I

	[bookmark: _Int_3SL8JdQv]Other (including special requirements):
	
	

	Commitment to equality and diversity
	E
	I

	Commitment to health and safety
	E
	I

	[bookmark: _Int_QKg4CuOG]Display the LCC values and behaviours at all times and actively promote them in others
	E
	I
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