EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: Rota Coordinator and Personal Assistant
Department: Children’s Services
Grade: Single Status 6
Responsible to: Registered Manager
Purpose of the Role:
The Bungalow;
The Bungalow is a residential children’s home that provides high quality care to children and young people, aged 7-19 years,who have complex needs and disabilities.
Rota coordination and personal assistant duties will assist the Senior Leadership Team to deliver their services efficiently and effectively. Rota planning will provide vital support to the care teams to ensure robust scheduling to ensure the service is operating within safe staffing levels and that accurate records are maintained. Personal Assistants also provide more specialised administrative support like diary management and the organisation of meetings. 
In this role you will learn about the service the team provide and how it makes a difference to people’s lives.
Key Tasks:
1. Developing shift patterns for multiple care staff whom are required to support our young people 24 hours a day 365 days a year.
2. Communicating shift patterns, shift changes, overtime and annual leave to ensure the service is staffed safely.
3. Timely produce and maintain rota templates 4 weeks in advance.
4. Ensure that any gaps in staffing levels are identified quickly and escalated to the appropriate manager.
5. Carry out personal assistant duties as required and as requested by the Registered Manager and other Senior Leadership Team.
6. Provide a high standard of typed reports, correspondence and presentations.
7. Organise, attend and service meetings as required and ensure decisions arriving from the meetings are actioned.
8. Deal with routine correspondence, in both paper and electronic formats, using own initiative.
9. Provide administrative support, diary management and minute taking of meetings as requested by the Registered Manager.
10. Responsible for liaising with external agencies for sourcing additional specialist staffing cover where required.

Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work, you should be aware of these Council priorities and proactively seek appropriate opportunities in your work/service area to contribute, in consultation with your line manager; in particular, but not limited to:
· Energy efficiency – explore ways to reduce the environmental impact and energy consumption of your work.
· Equality, Diversity and Inclusion – contributing to an inclusive and supportive working environment.
· Making the best of our resources - ensuring awareness of the impact of what you do to maximise the use of public monies.
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PERSON SPECIFICATION
Essential education and qualifications
1. RQF Level 2 English or able to pass an assessment at interview
Essential key skills, abilities, knowledge, experience, values and behaviours
2. Ability to plan and organise a varied workload, on occasion working to short deadlines. 
3. Ability to minute and produce accurate records of meetings
4. Accuracy and attention to detail.
5. Ability to exercise discretion in dealing with sensitive information to maintain strict confidentiality where appropriate
6. Ability to communicate effectively with a range of people in a clear, concise and accurate manner, changing messages to suit different audiences.
7. Ability to work in a team, maintain team connectivity when working remotely and able to work on own initiative. 
8. Ability to undertake research and learn new information quickly in a self-directed way.
9. Confidence interacting with new and emerging technologies.
10. [bookmark: _Hlk116632030]Ability to demonstrate resilience, an example of which could be responding to a difficult situation. 
11. Ability to use technology as part of the role: Microsoft 365 including Outlook, Excel, Word, PowerPoint, Microsoft Teams, devices: laptops, corporate iPhones and surface hubs).
12. Previous secretarial or personal assistant experience.
13. Awareness of the services provided by ESCC.
14. A commitment to professional and personal development.  
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Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children and/or people with care and support needs
	Yes

	Moving and handling operations
	No

	Occupational Driving
	No

	Lone Working
	No

	Working at height
	No

	Shift or night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and/or vibration
	No

	Food handling
	No

	Exposure to blood or body fluids
	No
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