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Business Support Assistant
	Job Title:
	Business Support Assistant
	Rank/Grade:
	Band B

	District/Department:
	HR and Learning
	Location:
	Robert Dyson House



	Shift worker:
	No

	Smarter ways of working:
	Hybrid


	Designated Powers:
	No
	Psychological Health Screening Required:
	No


	Special Requirements:
	No	Vetting Clearance Level:
	RV


	Role Purpose:






	
This role is responsible for supporting the effective operation of the HR and Learning team by providing administrative, business, and logistical support. 

As well as supporting the wider HR and Learning Team you will provide specific administrative support to the Learning team based at Robert Dyson House.   

The role holder will also be required to carry out duties appropriate to their grade, including working at various locations within South Yorkshire Police.




	Main Duties and Responsibilities: 

	
· Administrate the business support processes and functions required to operate HR and Learning including requisitions/ purchase order processes. 
· Manage data quality, ensuring data is accurate and recorded appropriately and where relevant according to required policy/ standards.  
· Ensure administrative and business support processes are high quality and efficient, identifying where improvements are required. 
· Provide support to HR and Learning Boards/ meetings, drafting agendas and taking minutes.
· Provide receptionist cover where required.

Provide the following administrative duties specifically to the Learning Team:

· Act as first point of contact for enquiries about learning.
· Receive and process training requests from the business (via TN1 forms or email) for non-self-service courses.
· Identify and set up self-service training courses within the learning management system.
· Create and manage courses, offerings, and associated learning activities.
· Maintain and update the joining instruction templates to ensure consistency and accuracy.
· Book delegates onto training offerings and manage attendance lists.
· Provide duty teams with offering dates and details of officers scheduled to attend skill-based training.
· Issue joining instructions for non-self-service training offerings.
· Cancel training offerings as required and communicate changes to relevant stakeholders.
· Handle rebooking requests from staff and ensure accurate updates to training records.
· Generate and provide Out-of-Training (OOT) data reports to delivery managers.
· Process complex training data requests (e.g., R12/archive).
· Update training attendance records, including pass/fail outcomes.
· Administration of NPPF and NIE examinations.
· Identify risks/ issues to learning and development delivery and/ or quality so that they can be dealt with as quickly as possible.    





Competency and Values Framework Levels
Please navigate to the below link for the College of Policing guide on the Competency and Values Framework. This provides a definition of the values and essential behaviours for each required competency level.
https://www.college.police.uk/career-learning/competency-and-values-framework  
	
	CVF Level 
Level 1 – Practitioner
Level 2 – Supervisor/Middle Manager
Level 3 – Senior Manager/Executive

	We are emotionally aware
	Level 1
	We take ownership
	Level 1
	We collaborate
	Level 1
	We support and inspire
	Level 1
	We analyse critically
	Level 1
	We are innovative and open-minded
	Level 1








	Experience, Skills, and Training required for the role:

	Entry Criteria – Essential 

	Able to use relevant systems to manage HR and Learning business processes

	Able to support the planning of 'Learning' as a function’s activity and resources, using relevant IT systems and digital platforms. 

	Able to work with stakeholders through effective communication that enables their support needs to be met. 

	Able to identify opportunities for quality and/ or efficiency improvements through review and implementation of administrative/ business support processes

	Experience in an administrative/ business support role. 
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	South Yorkshire Police is totally committed to the principles of equality and diversity, and we welcome applications from all sections of community. All appointments will be made on merit and flexible working options will be considered.
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