

JOB DESCRIPTION

	Role
	Business Support Officer (Internal)
	Team 
	Directorate of Audit, Risk and Assurance

	Reports To
	Director, Audit, Risk and Assurance
	Directorate

	DARA

	Post Reference
	Ref 052
	Grade
	6

	Purpose of the Role (Give a brief overview of the job, its context in MOPAC and the contribution it makes)

	To provide support to the Director of Audit, Risk and Assurance and effectively manage the Directorate’s business support function. Supporting the delivery of the DARA strategic plan across the DARA client base. 

(DARA Client Base:  MOPAC, MPS, GLA, LFEPA.)

	Main Duties and Key Accountabilities of the jobholder (List the main duties below)

	1. Supporting the Director of Audit, Risk and Assurance in the management of the Directorate’s budget. Providing regular accurate updates and analysis on the Directorate’s budget position to the Director, DARA SMT and the Treasury Team for reporting to MOPAC senior management.

2. Establishing and maintaining the Directorate’s performance management systems. Managing performance data systems including TeamMate, Time Recording and MIS.  

3. Acting as the main point of contact with the MPS and DARA client leads to establish up to date performance data on the status of audit reports and implementation of audit recommendations.

4. Providing accurate and timely data and analysis on the Directorate’s performance. Producing regular performance reports for the Director, DARA SMT, and DARA client leads.  

5. Formulating and maintaining the Directorate’s business support policies and procedures, covering finance, administration and performance management.

6. Effectively managing administrative and resource requirements for the Directorate, supporting the Director, DARA SMT and Audit Managers.

7. Managing the Directorate’s filing systems to meet the requirements of FOIA, Data Protection and other appropriate legislation.

8. Working in liaison with MOPAC Website Manager and MOPAC Communications team to ensure up to date information is communicated on the role and work programme of the Directorate of Audit, Risk and Assurance.

9. Effectively liaise with MOPAC Human Resources by providing sickness updates and other ad-hoc requests often of a confidential nature.

10. Providing cover for the Director’s staff officer in his/her absence.

11. Provide support to the MOPAC Treasury Team in compiling the MOPAC budget and monitoring spend.


	Working Relationships and Contacts (Outline the important relationships that the jobholder must maintain and the sort of issues that must be communicated on and/or engaged with)

	· Develop and sustain good working relationships with Audit Managers and their teams to enable continuous and up to date progress of audits.

· Professional on-going dialogue with the Director of Audit, Risk and Assurance and DARA SMT in providing updates on audit performance and budget forecasts.

· Represent DARA by acting as main point of contact to key representatives to Business Groups in the MPS and DARA client base to establish updates of audit recommendations and on-going progress.

· Engage with the MPA Treasury team in providing monthly budget updates.

· Establish effective working relationships with units across MOPAC and other shared service providers, including Human Resources, Communications Team and Facilities Management.

· Professional in approach when liaising with DARA client Senior Management and external contacts of the Director when providing cover for the Staff Officer.



	Role Requirements  Qualifications and Competencies (academic and professional, knowledge, skills and experience required to do the job)

	· A business administration or basic accounting qualification or relevant experience would be beneficial, or a willingness to work towards such a qualification.

· A good awareness and understanding of the budgetary control process. Providing accurate forecasts, analysis of data and monthly monitoring.

· Confident and proactive approach in supporting senior management.

· An effective manager and team player with the ability to work alone and on own initiative. 

· Excellent organisation skills with experience in prioritising work effectively to meet tight deadlines. Well organised and structured in approach to work and able to demonstrate flexibility.

· Ability to gather and accurately analyse data/information from a range of sources with the ability to present clear and concise data to senior management.

· Good oral and written communication skills with the ability to produce clear and concise updates.

· Effective interpersonal skills with the ability to build effective working relationships.

· in-house systems.

· Demonstrates a good awareness, understanding and commitment to equalities and diversity in the work place.

· The personal qualities and credibility to operate effectively as a member of the Directorate and as a representative of DARA, demonstrating:

· Tenacity 

· Drive and Determination

· Integrity

· Flexibility 

· Probity

· Leadership

· Professional Integrity

· Creativity

Demonstrating the following competencies: 
Setting Direction

1. Seeing the Big Picture - Be alert to emerging issues and trends which might impact or benefit own and team’s work
2. Changing and Improving - Regularly review procedures or systems with teams to identify improvements and simplify processes and decision making
3. Making Effective Decisions  - Identify a range of relevant and credible information sources and recognise the need to collect new data when necessary from internal and external sources
Engaging People

4. Leading and Communicating - Communicate in a succinct, engaging manner and stand ground when needed
5. Collaborating and Cross Team Working - Encourage collaborative team working within own team and across the MOPAC
6. Building Capability for All - Proactively manage own career and identify own learning needs with line manager, plan and carry out work-place learning opportunities
 Delivering Results

7. Achieving Outcomes - Identify and understand relevant legal and commercial terms, concepts, policies and processes (including project approvals and assurance procedures) to deliver agreed outcomes
8. Delivering Value for Money - Work confidently with performance management and financial data to prepare forecasts and manage and monitor budget against agreed plans
9. Managing a Quality Service - Develop proposals to improve the quality of service with involvement from a diverse range of staff, stakeholders or delivery partners
10. Delivering at Pace - Plan ahead but reassess workloads and priorities if situations change or people are facing conflicting demands


	General Responsibilities (Standard to all MOPAC role profiles)

	· To adhere to MOPAC’s Equality & Diversity and Equal Opportunities policies in all activities.

· To be responsible for your own health and safety and that of your colleagues and all others in the workplace, in accordance with MOPAC Health and Safety policies.

· To work in accordance with data protection policies and adhere to Freedom of Information policies where appropriate.

· To undertake such other duties as may be reasonably expected.



