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Job Description & Personal Specification

	Job title
	Business Support Assistant
	Date:  Jan 26

	Reports to
	Business Support Supervisor

	Contract/department
	Change and Infrastructure 

	Location
	Cheshire West and Chester (any location as may reasonably be required)

	Tier
	T5



Job Purpose 
The Business Support Assistant provides high quality administrative and coordination support across Cheshire West Recycling, helping to ensure the smooth and efficient operation of business support services that underpin operational delivery.

Working as part of a cross-cutting Business Support Team, the role supports a wide range of functions including operational services, fleet, finance, HWRCs, HR, HSEQ and improvement activity. While individuals may hold defined areas of focus, the role operates flexibly to provide cover and support across business support functions, contributing to continuity, resilience, and consistent service delivery as well as supporting the service improvement programme and change projects.

The role supports scheduling, planning, data management, and administrative processes, ensuring systems are used correctly, information is accurate, and work is delivered in line with organisational procedures and standards.

Principal Accountabilities 
· Administrative Support: Provide accurate and timely administrative support across the business, supporting operational, fleet, finance, HR, HWRCs, HSEQ, and improvement activity in line with agreed processes and standards.
· Support to the Business Support Supervisor: Work closely with the Business Support Supervisor to support the effective delivery of business support services, maintaining data accuracy, monitoring workflows, and contributing to continuous improvement activity.
· Scheduling and Planning Support: Support the scheduling and planning of operational services and fleet activity, assisting with coordination of resources, bookings, and information to support efficient service delivery.
· Fleet Administration Support: Maintain and update fleet management systems, ensuring accurate records of defects, servicing, MOTs, LOLER tests, inspections, and compliance documentation. Support the booking of vehicles with internal or third party providers as required.
· Bookings and Coordination: Manage and update bookings, schedules, and diaries associated with operational and fleet activity, ensuring clear communication with internal teams and minimising disruption to service delivery.
· Project and Improvement Support: Provide administrative support to projects and improvement activity, including maintaining documentation, tracking actions, and supporting delivery against agreed timescales.
· Transactional Finance Support: Assist with transactional finance activity, including processing purchase orders, invoices, and related documentation in line with financial procedures and controls.
· Data Management and Accuracy: Maintain accurate records across systems, checking data quality, highlighting discrepancies, and producing reports or extracts as required.
· Systems Discipline: Use approved systems and processes consistently and correctly. Avoid informal workarounds and escalate system issues or inefficiencies to support continuous improvement.
· Communication and Liaison: Communicate professionally with internal teams, responding to queries, providing updates, and supporting effective information flow across business support activity.
· Adhere to approved policies and procedures: Ensure work is delivered in line with CMS and ISO standards and take personal responsibility for handling personal and sensitive information in line with legislation and organisational requirements.

Person Specification 

	Qualifications  
 
	Essential: 
· High level of literacy and numeracy, evidenced by relevant qualifications or practical experience.

	Experience  
 
 
	· Previous administrative experience, with a minimum of 12 months.
· Experience supporting cross-functional activities across multiple departments, including Fleet Services.
· Familiarity with data management and reporting systems, including fleet management software.

	Skills and Aptitudes 
	· Strong organisational skills. Ability to manage workloads and meet deadlines in a fast-paced environment.
· Attention to detail. Ensures all tasks are completed accurately and consistently to a high standard.
· Collaborative approach. Works effectively as part of a team, supporting and contributing to shared goals.
· Effective communication skills. Capable of interacting professionally with internal teams and fleet customers.
· Adaptability and enthusiasm. Willing to learn new processes and embrace opportunities for personal development.
· Proactive problem-solving. Able to identify and raise issues while contributing to practical solutions.
· IT literacy. Proficient in Microsoft Word, Excel, and fleet management software systems

	Other Requirements
	· Undertake such work as may be determined from time to time, up to or at a level consistent with the Principal Responsibilities of the job.   
· Work flexibly across all locations in line with business requirements. Out of hours working may be required.
· Reflect Our Values through your actions and behaviours.
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