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Job Description
Job Title 
Business Support Assistant
Location
Woodside Grange, TS17 9JP
Salary
£12.75 per hour
Hours
Full Time
35 hours per week
Reporting to
Home Manager / Business Administrator

Job Purpose
We are looking for a friendly, organised and professional Business Support Assistant to join our care home team. This is an entry-level position and an excellent opportunity for someone looking to develop their administrative and customer service skills within a rewarding care environment.
The successful candidate will provide essential administrative and operational support to ensure the smooth day-to-day running of the home. As a front-facing member of the team, you will be responsible for creating a warm and welcoming experience for residents, families, visitors and professionals while supporting a variety of business and care home activities.

Key Responsibilities
Reception and Customer Service
· Answer incoming telephone calls professionally and direct enquiries appropriately.
· Welcome visitors, residents' family members, contractors and healthcare professionals to the home.
· Ensure all visitors sign in and comply with home procedures.
· Respond to general enquiries in person, by telephone and email.
· Maintain a professional, friendly and helpful approach at all times.
Administration Support
· Assist with filing, scanning, photocopying and document management.
· Maintain accurate records and databases.
· Support the preparation of correspondence, reports and meeting documents.
· Assist with ordering office supplies and maintaining stock levels.
· Ensure all administrative systems are maintained accurately and confidentially.
Activities and Events Support
· Support the planning and organisation of resident activities and events.
· Assist with promoting events within the home.
· Help coordinate visits from entertainers, community groups and external organisations.
· Support fundraising and seasonal celebrations where required.
· Work alongside the Activities Team to enhance resident engagement.
General Business Support
· Provide administrative support to management and wider care home teams.
· Assist with maintaining noticeboards, information displays and communication materials.
· Support compliance and quality assurance processes through accurate record keeping.
· Undertake other reasonable duties required to support the smooth operation of the home.

Person Specification
Essential Skills and Experience
· Good communication and interpersonal skills.
· Friendly, approachable and professional manner.
· Basic IT skills, including Microsoft Office applications.
· Ability to organise and prioritise tasks.
· Good attention to detail.
· Ability to maintain confidentiality.
· Willingness to learn and work as part of a team.
Desirable Skills and Experience
· Previous experience in a customer service, reception or administrative role.
· Experience working within a care, healthcare or hospitality setting.
· Understanding of confidentiality and data protection requirements.

Personal Qualities
We are looking for someone who is:
· Compassionate and caring.
· Reliable and dependable.
· Positive and enthusiastic.
· Well-presented and professional.
· Flexible and adaptable.
· Committed to delivering excellent customer service.

What We Offer
· Competitive hourly rate of £12.75 per hour.
· Full training and ongoing support.
· Opportunities for career development within the organisation.
· Friendly and supportive working environment.
· The opportunity to make a positive difference to the lives of residents and their families.

This role is subject to satisfactory references and an enhanced DBS check.
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