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	Business Support Officer 
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About us

Formed in the 1920s we have a long history of providing services for retired Pilkington employees and their family members across the UK and overseas.

From our base in St Helens we support over 6,000 individuals, with our welfare and community support services focusing on supporting retired Pilkington employees and their families across the UK and beyond.
 
We deliver a range of social prescribing activities which provide practical and emotional support, promote health and well-being and tackle social isolation.
 
We offer specialist services including personalised respite care for beneficiaries and members of the community who are over 60 in our purpose built respite facility Ruskin Lodge in St Helens. We also deliver dementia support through our Admiral Nurse programme.
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How we make a difference
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27
social activities for people living with dementia and
their carers

Carried out
4,797
welfare visits

Made
3,701
befriending telephone calls on our link up service
Delivered
8,481
frozen hot meals
Our Admiral Nurse made
245
visits
Provided
462
respite stays at Ruskin Lodge
Organised
71
befriending telephone calls on our link up service
Delivered
19,135
hot meals

Job description
Enterprise Centre, St Helens

37.5
 
Chief Executive Officer/Head of Accountancy and Governance

£28,000 - £30,000 
Location:

Hours:
 
Reporting to:

Salary:








[bookmark: _Hlk180075177]Job Purpose

· To provide business support to the CEO, business managers and internal departments.
· To develop, implement and maintain robust information management systems within the Trust.
· To co-ordinate and support business meetings and Trustee Board Meetings.
· To support development and management of the Trust Business Assurance Framework.

Key Responsibilities

Operational Responsibility
· Support daily operations, ensuring services are delivered efficiently and effectively.  Provide full organisation and administrative support to the CEO and wider team members, undertaking a wide spectrum of tasks as delegated ensuring completion within targets and deadlines.
· Support the development and implementation of operational policies and procedures to enhance service delivery and to comply with stakeholder contracts and agreements and all relevant regulations and legal requirements.
· Oversee programme administration processes to ensure the efficient management of these areas.
· Monitor and evaluate the performance of services and programmes with the Management Team. Coordinate the delivery of effective Management Information and analysis for regular review by the CEO and Board.
· Develop and maintain a robust policy review programme, ensuring version control and circulation across teams.
· Manage external supplier contracts and relationships; ensuring contracts, insurances, subscriptions and rentals/hires are maintained to ensure continuity of cover/use and offer best value for the organisation.

HR Responsibilities
· Ensure best practice delivery of employment practices in line with Pilkington Family Trust values.

Strategic Planning Support
· Work with the CEO to co-ordinate and implement the strategic plan.
· Support the CEO and board in organisational strategy development.
· Compile business intelligence support and carry out background research as and when required to support delivery of team objectives.
· Foster relationships with key stakeholders, including clients, funders, community partners.

Compliance and Risk Support
· Support oversight and compliance with relevant regulations and legal requirements within scope of responsibility.  Support management of data in relation to risk management, including health and safety, data protection, complaints and safeguarding.   Support Managers to communicate relevant policies and procedures to staff, families and service users (as appropriate)
· Work with the CEO and Managers to ensure that Pilkington Family Trust fulfils its duties and responsibilities associated with internal and external contracts and agreements.
· Support management and monitoring of the organisation’s Risk Register and Business Continuity plan and coordinate a formal quarterly reviews and reporting with senior management team.
· Maintain accurate records and ensure robust reporting mechanisms are in place.  Collate, analyse, and present information in a variety of formats as required.
Communication Support
· Support production of internal and external communications.

General Responsibilities
· Performing any other reasonable duties as directed by line management.  This list should not be regarded as exhaustive, and the post holder will be expected to deliver other duties relevant and appropriate to this post.


























Person Specification

	Qualifications
	Essential
	Desirable

	Appropriate business support, governance or administration qualification
	E
	

	Educated to degree level
	
	D

	Experience
	
	

	Supervisory experience 
	
	D

	Experience of collating data, research and presenting written reports
	E
	

	Preparing/presenting documents, reports and procedures appropriate for Board/Trustee level  
	E
	

	Experience of developing and implementing new procedures and processes to improve efficiency
	E
	

	Management and monitoring of external contracts
	
	D

	Developing and monitoring service KPIs including robust data management
	E
	

	Experience of implementing change within a service
	E
	

	Building effective relationships with external organisations and key stakeholders
	E
	

	Skills
	
	

	Producing quantitative and qualitative reports
	E
	


	Excellent oral and written communication skills
	E
	

	Detailed record keeping and information management
	E
	

	Knowledge
	
	

	Computer literate in Microsoft office programmes and ability to learn different bespoke software packages
	E
	

	Knowledge of data protection legislation 
	E
	

	Qualities  
	
	

	Ability to identify problems and solve them
	E
	

	Ability to work under pressure and meet deadlines
	E
	

	Positive service orientated outlook
	E
	

	Self-confident with excellent interpersonal skills
	E
	

	Committed to the work of the Trust 
	E
	

	Self-motivated and able to foster a culture of inclusivity
	E
	




Application process

Candidates

Interested candidates are invited to submit a CV and cover letter to kate.brown@pilkingtonfamilytrust.com outlining their interest, suitability, and vision for the role, and how they meet the requirements of the person specification in detail by 5pm on 22nd November 2024.  Interested candidates are encouraged to submit early applications as the application window may close sooner than 22nd November 2024 if a suitable candidate is found. Interviews will be held on the 5th December 2024.

Pilkington Family Trust is an equal opportunity employer. We are committed to ensuring a fair and equitable recruitment process for all vacancies.

Please let us know if you require any reasonable adjustments to effectively access the recruitment process. If you would like any further information about the role or application process, please contact kate.brown@pilkingtonfamilytrust.com Kate Brown, HR Administrator  who may arrange a conversation with the CEO. 

Enhanced DBS check needed.  
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