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JOB DESCRIPTION 


	Job Details

	Job Title:
	Operations Support Assistant

	Team/Department:
	Operations Support Team

	Reports to:
	Operations Support Manager
	Location:
	Liverpool

	Appointment period:
	Permanent
	Hours
	37.5

	
	



	Job Purpose

	To deliver a high‑quality, customer‑focused administrative and operational support service across the organisation. The role ensures that operational delivery is efficient, compliant and responsive to the needs of internal teams, external partners and service users. The postholder will take responsibility for key financial and operational processes, supporting the business to achieve strong performance, cost control and service excellence.
A full driving licence is desirable due to travel between offices.



	Main Duties & Responsibilities

	Operational Administration
· Deliver specialist administrative support in line with Operations Support requirements, ensuring high‑quality service to all departments.
· Support the Operations Support Manager to ensure KPIs, deadlines and service standards are consistently met.
· Monitor shared inboxes, responding professionally and escalating queries appropriately.
· Provide administrative support to regional teams, Directors and operational colleagues.
· Manage the petty cash process within the office, including cash handling, maintaining accurate records of all transactions, and ensuring the petty cash balance reconciles correctly against receipts.
· Handle weekly cash allowances, ensuring payments are processed accurately, recorded appropriately, and compliant with internal financial controls.
· Review and monitor all company spend through the Pleo system, ensuring transactions are correctly coded, compliant with policy, and supported by appropriate documentation.
· Input staff rotas accurately and within required deadlines, ensuring all hours, shifts and changes are correctly recorded. Identify and report any rota errors promptly to support financial accuracy and operational efficiency.
· Manage property key processes, including issuing, tracking and safeguarding keys in line with company policy. Ensure full compliance with key‑holding procedures to maintain the safety and security of all properties.
Data, Systems & Reporting
· Maintain accurate and compliant records across systems including ReMaS, ARTHUR, Rota Cloud, Pleo and other monitoring platforms.
· Extract, collate and present performance data to support operational reporting.
· Ensure data integrity and compliance with internal and external standards.
· Support the production of monthly, quarterly and ad‑hoc reports.
· Create Purchase orders for agency timesheets and adhoc invoices
Customer Service & Stakeholder Support
· Provide a professional and welcoming service to service users, visitors, partner agencies and colleagues.
· Handle telephone, email and face‑to‑face enquiries, resolving issues or signposting appropriately. Working on own initiative. 
· Support office and meeting room bookings, ensuring resources and equipment are available and functioning.
Office & Facilities Support
· Set up and tidy meeting rooms, ensuring equipment is available and operational.
· Maintain a safe, organised and professional office environment.
· Support with visitor sign‑in procedures and general office duties.
Regional & Cross‑Team Support
· Travel to other Bedspace offices when required to support operational delivery.
· Contribute to continuous improvement initiatives across the Operations Support function.
Health & Safety
· Maintain high standards of health and safety within the office.
· Participate in first aid or fire safety duties if appointed.
· Ensure compliance with sign‑in/out procedures and building safety processes.
Key Attributes:
· Proactive and solution – focused
· Professional and confident
· Strong sense of responsibility and accountability
· Able to work with minimal supervision
· Committed to delivering high quality service
· Excellent attention to detail



The above list of responsibilities is not exhaustive and the jobholder may be required to undertake other duties commensurate with the level of the role, as reasonably requested by their line manager. This job description sets out the duties of the post at the time it was drawn up. Such duties may vary from time to time without changing the general character of the duties or level of the responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the post.





This table lists the essential and desirable requirements needed in order to perform the job effectively. Candidates will be shortlisted based on the extent to which they meet these requirements.

	
	Requirements
	Essential / Desirable
	How Assessed

	Qualifications
	Good level of general education (including English and Maths or high levels of Literacy and Numeracy)
	E
	A

	
	NVQ 3 Administration or similar
	D
	A

	
	Full UK driving licence
	D
	A

	Knowledge
	Experience of working in an administration role.
	E
	A/I

	
	Experience of working in a similar industry.
	D
	A/I

	
	Ability to work under pressure and deal with unforeseen issues in ever changing circumstances.  
	E
	A/I

	
	Experience of working with a range of different teams, with different needs and expectations 
	E
	A/I

	
	Experience of working for/to more than one person at a time
	E
	A/I

	Skills
	Excellent, communication skills and methodical approach. 
	E
	A/I

	
	Advanced customer service skills
	E
	A/I

	
	Ability to deal with competing demands 
	E
	A/I

	
	Ability to work to tight deadlines
	E
	A/I

	
	ICT skills including knowledge of Microsoft Office.
	E
	A/I

	
	High attention to detail and accuracy
	E
	A/I



Essential/Desirable: 
E = Essential: Requirements without which the job could not be done. D = Desirable: Requirements that would enable the candidate to perform the job well.
How Assessed:
A = Application		I = Interview		OM = Other Means (e.g. presentation, test, etc.)
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