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Business Support Team Leader

Locality Business Support Manager

Administrative Staff
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This list is intended to summarise the key responsibilities and is not intended to cover every task that may 

be required of the role:  

Communicate effectively with a wide range of internal and external stakeholders, demonstrating clarity, 

sensitivity, diplomacy and confidentiality. 

Develop and maintain effective working relationships with colleagues within our organisation and within 

partner organisations.  In particular, work with managers and senior practitioners to ensure that statutory 

and other timescales for tasks are achieved. 

Action and administer appropriate communications, either verbal or written clearly and concisely to all rel-

evant staff. 

Advise managers and practitioners at all levels within the service area on queries and issues relating to IT 

systems, processes and procedures. 

Attend and actively contribute to a range of meetings to represent the Business Support function as re-

quired. 

Maintain effective communication with the Business Support Manager to ensure that tasks are prioritised 

and resourced effectively. 

Ensure that high standards of customer service are provided by communicating effectively and appropri-

ately with service users, colleagues, managers and a range of professionals from within and outside of the 

organisation.  Provide role modelling, training and support to direct reports. 

Analytical/Judgmental 

The postholder is required to use his or her own judgement to make decisions about the most appropriate 

course of action in situations where there are a range of options available. 

Handle general issues and escalate complex matters to a senior member of staff. 

Ability to use initiative and take appropriate action in absence of Business Support Manager. 

To maintain effective administrative systems and where appropriate develop them to increase 

effectiveness/productivity. 

To carry out a range of administrative tasks and be able to provide cover for other team members as and 

when required. 
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Human Resources 

Direct line management in line with the organisation’s policies, including regular one-to-one meetings, 

supervision sessions, appraisals, allocation of work, induction and training and development. 

Manage absence, conduct return to work interviews and absence monitoring meetings following organisa-
tional policies. 
Provide support to the recruitment process within the Business Support service, including shortlisting, 

participation at interviews and assisting in the appointment process, as required by the Business Support 

Manager. 

Provide administrative support to the recruitment process within other service areas as required. 

Monitor annual leave requests for Business Support staff to ensure the continuous smooth running of the 

service. 

Attend statutory and mandatory training as required, and ensure that direct reports do so. 

Maintain a high standard of personal development. 

Participate and contribute to supervision sessions with line manager. 

Attend and contribute to Business Support team meetings. 

Manage minute taking requests as required. 

 

Health, Safety & Security 

Adhere to the organisation’s policies and procedures in relation to health and safety. 

Assist in maintaining the health and safety of self and others. 
 
Be proactive in identifying risks to health and safety and take appropriate action to resolve them, reporting 
to Business Support Manager or other manager as appropriate. 
 

Policy and Service Improvement 
 
Contribute to service development by making suggestions and expressing views about how systems and 
processes can be improved, and with the agreement of the Locality Business Support Manager, put these 
into effect. 
 
Report suggestions made by service users and visitors to line manager. 
 
Participate in service development projects/initiatives as requested by line manager. 
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Audit/Research & Development 
 
Take responsibility for the collection of data required for audit purposes by the Locality Business Support 
Manager or other relevant manager. 
 
Participate in audits relating to service area or own work as directed by line manager. 
 
Supports feedback from service users by complying with the organisation’s requirements (eg Friends & 
Family Test). 
 
Quality 
 
Maintain the quality of own work and support direct reports and colleagues to do the same. 
 
Contribute to the improvement of quality in own service area by reporting and resolving issues and making 
suggestions for improvement to the Locality Business Support Manager. 
 
Freedom to Act 

Use own initiative to deal with non-routine tasks and situations in a timely and effective way. 

Be proactive in highlighting areas of concern within the Business Support service and act accordingly 

(within the guidelines provided by the organisation and under the guidance of the Locality Business Sup-

port Manager). 

Prioritise own workload on a day-to-day basis and ensure that the work of the team is prioritised appropri-

ately. 

Liaise with other team leaders to ensure maximum efficiency of staff resources. 

Deal with routine and non-routine matters within the guidelines provided by line manager and escalate 

more complex issues to colleagues/managers as appropriate. 

Equality, Diversity and rights 

Act in ways which support and promote equality, and value diversity in own work. 

Challenge bias, prejudice and intolerance if appropriate. 
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Planning and Organisational 

Organise own day to day tasks and responsibilities and prioritise appropriately. 

Ensure that direct reports have appropriate workload levels and that tasks and duties are prioritised appro-

priately. 

Liaise with other Business Support Team Leaders to ensure that all service areas are adequately covered. 

Manage annual leave and other planned absence within Business Support to ensure service provision at all 

times. 

Resolve any identified gaps in service provision and escalate outstanding issues to Business Support Man-

ager. 

Organise meetings or other events as requested by line manager. 

Patient Care 

Provide non-clinical information (within the organisation’s guidelines) to service users, colleagues and 

other professionals. 

Responsibility for Financial and other Physical Resources 

Support managers and practitioners with procuring/arranging services such as transport, accommodation, 

placements and meeting rooms. 

Co-ordinate the sourcing, completion, processing and distribution of standard forms and documents. 

Ensure that stationery and office/clinical supplies are monitored and ordered in a timely way. 

Ensure that petty cash is administered efficiently on site and in line with the organisation’s policies and 

procedures, complete petty cash returns and attend the bank as required. 

Raise payments for services and goods provided as appropriate and within agreed limits. 

Information Resources 

Be proactive in ensuring the accuracy of data on the organisation’s systems and databases and take appro-

priate action in case of concern or issue. 

Accurate data input to key IT systems and databases.  This will include scanning and attaching documents, 

creating patient records, updating personal information relating to service users, generating standard let-

ters and discharging cases. 

Ensure paper and/or electronic systems and kept up to date and accurate. 

Diary management for specified clinicians as required. 
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Typing for practitioners if required. 

Maintenance of filing systems including keeping filing accurate, up to date, archiving and adhering to file 

retention policies. 

Operate and maintain a range of statutory, regulatory and corporate business processes and systems as 

required. 

Operate and maintain effective administration systems to support managers and practitioners. 

Photocopying and scanning. 

Processing incoming and outgoing mail. 

Provide training to new colleagues on a range of systems and databases and support colleagues with que-

ries. 

Participate in IT related projects and initiatives as required. 

The postholder is required to work flexibly and provide cover for other Business Support colleagues as re-

quired to ensure that service priorities and workloads are maintained. 

The postholder is required to undertake any additional duties as delegated by the Business Support Man-

ager 
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https://www.nhsx.nhs.uk/media/documents/NHSX_Records_Management_CoP_V7.pdf
http://www.nhs.uk/choiceintheNHS/Rightsandpledges/NHSConstitution/Pages/Overview.aspx
http://www.nhs.uk/choiceintheNHS/Rightsandpledges/NHSConstitution/Pages/Overview.aspx
https://digital.nhs.uk/data-and-information/looking-after-information/data-security-and-information-governance/codes-of-practice-for-handling-information-in-health-and-care/code-of-practice-on-confidential-information
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