

______________________________________________________________________________
Job description

	Date:
	13 April 2026


_____________________________________________________________________

	Department:

	City and Neighbourhood Services 

	Post ID number:

	EBSBS003

	Section:

	CNS Support Services 

	Job title:

	Business Administrator

	Grade:

	Grade 3 


_____________________________________________________________________

Main purpose of job

To report to the relevant manager providing comprehensive business administration for the department.

To assist in the development and roll out of new projects and initiatives, through basic research; information gathering and analysis; and systems development as directed by the relevant manager.

To assist in the end-to-end administration of projects and partnership working including arranging meetings and appointments; minute taking; following up on relevant actions; drafting correspondence and papers and other similar duties.

To respond to public enquiries and complaints; providing practical and semi-technical environmental health advice and front-line customer support to the public as appropriate.




Summary of responsibilities and personal duties

1. To undertake the full range of daily administrative tasks required as directed by the relevant manager in order to provide an effective and efficient business administration function for the City Protection Service. In particular:
 To maintain accurate records or databases using manual or computerised systems as appropriate;
 To issue licenses, forms, promotional leaflets and literature as necessary; and
 To deal with complaints, enquiries and requests for service daily, in line with policies and procedures.

2. To assist the relevant manager with providing end-to-end administration specific to evolving work areas including arranging meetings and appointments; minute taking; following up on relevant actions; drafting correspondence and papers and other relevant duties.

3. To assist the relevant manager with compiling and analysing service performance data and management information.

4. To provide operational support and administration for systems development and implementation within the service.

5. To undertake basic research and provide information and analysis as requested by the relevant manager to support with the development and continuous improvement of the City Protection Service.

6. To respond to public enquiries and complaints; providing practical and semi-technical environmental health advice and front-line customer support to the public as appropriate.

7. To assist the relevant manager in staff development by providing training and mentoring to staff and in allocating and checking the work of clerical staff.

8. [bookmark: _Hlk121402519][bookmark: _Hlk121405864][bookmark: _Hlk121397062]To cover for the Senior Business Administrator as required. 

9. [bookmark: _Hlk226713465]To participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

10. To act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

11. To undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

12. To undertake such other relevant duties as may from time to time be required.

[bookmark: _Hlk121397124]This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve. Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.


 

Employee specification

	Date:
	17 April 2026


_____________________________________________________________________

	Department:

	City and Neighbourhood Services 

	Post ID number:

	EBSBS003

	Section:

	CNS Support Services 

	Job title:

	Business Administrator

	Grade:

	Grade 3 


_____________________________________________________________________

Essential criteria

Qualifications and experience

Applicants must, as at the closing date for receipt of application forms:
· have a minimum of five GCSE (Grades A-C) including English, or equivalent qualifications[footnoteRef:1], and [1:  Equivalent qualifications may include candidates who have passed the council’s online computer-based assessment tests and been appointed to an administrative and/or clerical role within the council.
] 

· be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience of working in an administrative role in the following areas:

a) effective use of business workflow systems (e.g. FLARE or comparable systems), including involvement in the development or improvement of systems, processes and procedures; and 
b) professional engagement with members of the public, external bodies and internal stakeholders, resolving complex and routine enquiries, consistently providing high standards of customer service. 

Desirable criterion

In addition to the above qualifications and experience, Belfast City Council reserves the right to shortlist only those candidates who, as at the closing date for receipt of applications, are able to demonstrate at least one year’s relevant experience of (c) compiling and analysing service information to support stakeholders, projects and continuous improvement.

Special skills and attributes

Applicants must be able to demonstrate evidence of each of the following special skills and attributes which may be tested at interview:

Written communication skills: The ability to complete standard forms, compose reports and letters on services issues, etc

Oral communication skills: The ability to provide information, advice and guidance to other staff, managers and customers in a clear and effective manner, etc.

Customer care skills: Demonstrates a sound ability to deal with and respond to the needs of a diverse range of internal and external customers, including members of the public, elected representatives, and other outside bodies, responding appropriately to their needs.

[bookmark: _Hlk227334921]Information technology skills: The ability to input, locate, retrieve and print data from relevant information systems, etc.

Decision making and problem-solving skills: Demonstrate effective analytical and problem-solving skills with the ability to collate, analyse and report upon service information.

Work planning skills: Demonstrate a successful track record in meeting all targets and quality standards consistently.

Team working skills: The ability to be an effective team member, demonstrating operational tasks and procedures to other team members, and contributing to the achievement of team objectives, etc.
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