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JOB DESCRIPTION

	JOB DETAILS



JOB TITLE: Business Support & Systems Officer	 

HOURS: 37.5	 

REPORTING TO: CEO and Executive Team	

BASE: 	Central Office, Laindon.  Some travel to other sites will be required on occasion.		

	JOB SUMMARY



The Business Support & Systems Officer provides high-quality administrative, operational and systems support to the Executive Team. The role is responsible for managing executive diaries and meetings, producing management information and reports, maintaining business systems, reviewing and monitoring contracts, and driving efficiencies through the effective use of Microsoft 365, Microsoft Copilot and AI-enabled technologies.

The postholder will ensure executives are supported with accurate, timely information, help improve organisational processes through digital solutions, and maintain oversight of key contractual and business administration activities.


	JOB SPECIFIC RESPONSIBILITIES



Executive Support

· Manage and coordinate diaries for members of the Executive Team.
· Arrange and coordinate internal and external meetings, ensuring all logistics and documentation are prepared.
· Prepare agendas, reports, presentations, briefing papers and meeting packs.
· Attend meetings as required, taking accurate minutes and maintaining action logs.
· Monitor and follow up on agreed actions arising from meetings.
· Manage confidential information with professionalism and discretion.
· Draft correspondence and communications on behalf of the Executive Team.

Business Reporting and Information Management

· Produce regular and ad hoc reports for the Executive Team and senior managers.
· Develop and maintain Excel-based reports, dashboards and management information.
· Analyse and present data to support decision-making.
· Ensure business records, databases and information systems are maintained accurately.
· Support the preparation of performance reports and business updates.
· Maintain document control and version management processes.

Systems and Digital Support

· Act as a key user of Microsoft 365 applications, including Outlook, Teams, SharePoint, Excel, Word and PowerPoint.
· Support the effective use of business systems and digital tools across executive functions.
· Maintain templates, records and documentation that support business operations.
· Assist with system improvements and process reviews.
· Identify opportunities to simplify and automate administrative and reporting tasks.

AI and Continuous Improvement

· Use Microsoft Copilot and approved AI tools to improve efficiency, accuracy and productivity.
· Develop AI-assisted workflows, templates and reporting solutions.
· Utilise AI tools to support report writing, meeting preparation, document drafting and data analysis.
· Research and recommend new digital solutions that support organisational effectiveness.
· Identify opportunities for automation and service improvement.
· Champion the safe, effective and responsible use of AI technologies.

Contract Management and Support

· Maintain a central register of organisational contracts, licences and key supplier agreements.
· Monitor contract renewal dates and provide advance notification to budget holders and executives.
· Review contracts and service agreements to identify key obligations, notice periods, pricing changes and renewal terms.
· Support the Executive Team with contract administration, tender documentation and procurement activities.
· Liaise with suppliers and internal stakeholders to obtain information relating to contract performance and compliance.
· Assist in producing contract summaries and reports to support decision-making.
· Maintain accurate records of contract approvals, variations and extensions.

Administrative and Business Support

· Coordinate corporate records, schedules and administrative processes.
· Support organisational projects through effective administration and action tracking.
· Organise executive workshops, events and stakeholder meetings with hospitality.
· Maintain filing systems and document repositories.
· Provide flexible business support as required to meet organisational priorities.



	PERSON SPECIFICATION


	
	
	Essential Criteria

	Qualifications/Education
	· GCSE English and Mathematics (Grade 4/C or above) or equivalent.
· Relevant administrative, business support or business systems qualification, or equivalent experience.


	Experience

	· Experience supporting senior managers, directors or executive teams.
· Experience managing complex diaries and coordinating meetings.
· Experience producing reports, presentations and management information.
· Demonstrable experience using Microsoft Copilot and AI-powered productivity tools in a business environment.
· Experience using AI to improve efficiency, automate tasks or support decision-making.
· Experience maintaining business systems, records and databases.
· Experience reviewing, monitoring or administering contracts and supplier agreements.


	Skills/
Knowledge


	Essential

· Advanced Microsoft Excel skills, including Pivot Tables, XLOOKUP/VLOOKUP, financial and operational reporting, and dashboard creation.
· Strong knowledge of Microsoft 365 applications.
· Strong working knowledge of Microsoft Copilot and AI-enabled workplace technologies.
· Excellent organisational and prioritisation skills.
· Strong analytical and problem-solving abilities.
· Excellent written and verbal communication skills.
· High attention to detail and accuracy.
· Ability to review documents and identify key contractual terms and risks.
· Ability to manage multiple deadlines and competing priorities.
· Ability to maintain confidentiality and exercise sound judgement.

Desirable

· Experience of Power BI.
· Experience of Power Automate.
Experience of procurement processes and supplier management.
· Experience supporting projects or business improvement initiatives.
· Knowledge of governance or committee administration.

	
Personal Qualities
	· Professional and trustworthy.
· Highly organised and proactive.
· Digitally confident and innovative.
· Analytical and commercially aware.
· Detail-focused and accurate.
· Adaptable and resilient.
· Collaborative and customer-focused.
· Committed to continuous improvement.




This job description reflects the current main organizational priorities for the position.  These priorities may develop and change in consultation with the post holder in line with needs and priorities of the business.  
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