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Job Description

Shared Services Officer 

Line Management Responsibility	None
Accountable to	Shared Services Partner
Terms of Contract	Full time, Permanent 


Responsibilities

To provide comprehensive support to the Shared Services Partner (SSP) in all aspects of reception, health and safety, compliance and auditing, administrative support to the services and corporate team as well as assisting with day-to-day office management tasks.
   

Services Support 

· Ensure telephone list is up to date and circulated internally and where applicable to suppliers (e.g. answering service).
· Office Supplies ordering set up and contact via withYOU preferred supplier.  Manage list of all service staff who have access to the supply portal and add new staff to the list.  Review and authorise order requests in SSP’s absence and liaise with Account Manager regarding prices and sourcing of products.   
· Request service monthly meter readings (non-MTAP) from services, update spreadsheet and advise Accounts Payable. 
· Equipment ordering (non-office items) for services.
· Assisting services and Shared Services Partner with various ad hoc facility and H&S tasks such as boiler breakdowns/general repairs/organising legionella testing/finance audits.   
· Work with service managers to gather metric reporting information to be collated by the SSP.
· Creation and distribution of ID Badges for new starters
· Support distribution of items to service sites.   This could encompass preparing items for collection at bi-weekly Managers’ Meeting and/or liaising with services and attending when necessary to deliver/collect items to support their operation.





Health and Safety Compliance and Auditing 

· Work closely to support & deputise for Shared Services partner to ensure H&S compliance is maintained.
· H&S administration, using the Worknest application.  Reviewing alerts and making updates as necessary, and publishing reports as requested.
· Researching, organising, and assisting with first aid training – contacting and booking trainers, organising staff to attend, organising catering, and attending on site to help with set up.  Issuing first aid certificates, uploading to the BreatheHR portal and updating the system to reflect those staff who are trained in first aid.  
· Maintaining first aid training records and organising refresher training or training for new staff when instructed by Service Managers.  
· First Aid kit review.  Checking contents and where applicable ordering first aid kit items.  
· Fire Safety equipment review.  Liaising with Service Managers to obtain details of the dates that fire safety equipment was last checked and liaising with SSP to organise one company to carry out annual servicing checks on all equipment.  
· Researching and organising NEBOSH and IOSH training for the Shared Services Partner and Service Managers respectively.   
· Undertake IOSH training and deputise for Shared Services Partner in their absence to monitor and assist with H&S compliance.
· Sit on the Wellbeing committee and information hub.  Supporting the Shared Services Partner to set up committee and researching information for the wellbeing support hub Teams channel for all staff.   
· Support digital to cascade information to services this could involve being part of the digital champion framework.
· Help to administer the lone working application (PeopleSafe) including adding users, checking alerts and or publishing reports.
· Defibrillators:  Distribution, checking installation locations and feeding back to provider on installation locations as well as ordering replacement battery/chest pads.   
· Support SSP in building upgrading and maintenance.  
· Assist with monitoring & actioning Incidents and Accidents where necessary.  

Participation and Integration

With other finance & resources team members, Service Managers and SLT when required.

Joint Working

With other finance & resources team members, Service Managers and SLT when required.

Equality, Diversity, and Inclusion

Represent and protect diversity through valuing everyone’s contribution, by integrating diversity into all that you do and promoting its core values.

This job description is not an exhaustive list of tasks.

Person Specification  	

Education and/or Professional Qualifications

Desirable: 

· SCQF Level 11 qualification in business administration.

Experience & Skills

Essential:

· Substantial demonstrable administrative experience.
· High level of attention to detail.
· Excellent communication and interpersonal skills.
· Highly IT competent with a high degree of problem-solving ability.
· Highly organized.
· Self-driven and motivated.
· Team player.
· Good Excel literacy.
· Comfortable and confident when dealing with external stakeholders.

Please note:

It is withYOU’s policy to encourage the personal development of staff. withYOU
will support staff in line with the requirements of the job and the responsibilities of the organisation.

All staff will attend statutorily required training and have access to training appropriate to the requirements of the role and their personal development.

All staff will receive regular and responsive social care supervision from their line manager.
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