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South West London Collaborative Commissioning 
 

 
JOB DESCRIPTION 

 
 

Job Title: Business Support Officer 
 
Accountable to: Assistant Director, SW London Health and Care Partnership 
 
Remuneration: AfC Band 5 
  

BACKGROUND: 

The Health and Care Partnership in South West London is working on a long term plan to 
transform local health and care services.  In November 2017 a discussion document, “South 
West London Health and Care Partnership: one year on”, was published which set out our 
focus for the next two years.  This is available on our website: 
https://www.swlondon.nhs.uk/documents/south-west-london-health-and-care-partnership-
discussion-document/  
 
The partners which form the Health and Care Partnership in South West London comprise: 6 
Clinical Commissioning Groups (Croydon, Kingston, Merton, Richmond, Sutton and 
Wandsworth), 6 Local Authorities, 8 acute and community providers, 2 mental health 
providers, GP Federations in each borough, London Ambulance Service and 
Healthwatch.  We are committed to working together to improve health and care services and 
outcomes for people in South West London, and to ensuring that our organisational 
boundaries do not get in the way of providing the very best care for local people.   
 
To support delivery of the long term plans a South West London Programme Office has been 
set up.  The Programme Office works alongside stakeholders across South West London to 
ensure effective delivery of our strategy.  Most notably the Programme Office works with the 
South West London Alliance, which has been formed from four of the South West London 
CCGs (Kingston, Merton, Richmond and Wandsworth) working together under one 
accountable officer as well as Croydon and Sutton CCGs.   
 

JOB PURPOSE 
 
The purpose of the role is to provide flexible and high quality business support across a 
number of workstreams within the SWL Programme Office. Working closely with other 
programme colleagues, you will be expected to:  
 

 provide programme administration and operations support your allocated 
programmes of work, including arranging meetings 

 coordinate activities to support project working groups and programme boards 

 support project managers with programme reporting and ensuring deadlines are met 

 support the Assistant Director with diary management  

 actively engage and work collaboratively with colleagues and partners across SWL 

 provide general support to the workstreams as required  
 
 
The postholder will need to be oragnised in work and in time management, with excellent 
attention to detail and able to adapt to changing programme requirements. The postholder 
will be a reliable team player.  
 

https://www.swlondon.nhs.uk/documents/south-west-london-health-and-care-partnership-discussion-document/
https://www.swlondon.nhs.uk/documents/south-west-london-health-and-care-partnership-discussion-document/
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The postholder is specifically required to work in a proactive manner, identifying problems 
and proposing solutions and alternative courses of action. The postholder will be required to 
undertake additional duties as requested, including various ad-hoc administrative duties  
 
 
DUTIES AND RESPONSIBILITIES  
 
Planning and organisation  

 Providing high quality administrative support to the allocated programmes to ensure 
that projects and activities are planned, managed and delivered effectively; 

 Support implementation of programmes and projects through timely administrative 
support, in accordance with the agreed priorities of the team.   

 Organise meetings or events and assist in the diary management requirements of 
individuals in connection with programmes of work. 

 Attending and supporting key programme meetings and taking action notes / 
minutes, proactively following up on actions to ensure these are completed  

 Develop and maintain databases required by role 

 Able to prioritise competing demands in a challenging delivery environment to ensure 
that work is delivered to tight timelines, which will occasionally be unexpected, and 
support others in the delivery of similar requirements 

 
Project support  

 Support project managers in updating key project and programme documents (using 
full suite of Microsoft Office tools) including programme and project plans, and 
programme risk and issue logs;  

 Support project managers with reporting requirements  

 Supporting forward agenda planning, updating reporting timelines/trackers, co-
ordinating contributions to papers, and ensuring that team meetings, programme 
Boards and committees operate within organisational standards 

 Contribute to effective information management within the team. 
 
Communications and relationships 

 Working in an integrated manner with the local teams and establishing SWL-wide 
networks; 

 Effectively communicating with a wide range of stakeholders to build strong 
engagement with the programmes  

 Communicate information and issues, including briefings and reports,  to team as 
appropriate 

 
Financial and physical resources  

 Contribute to the financial delivery of the agreed portfolio ensuring it is delivered on 
time 

 
Staff Management 

 Actively engage in the performance cycle to identify training requirements. 

 Support recruitment, training and induction of new and existing staff. 
 
 
KEY WORKING RELATIONSHIPS 
 
The post holder will be required to maintain constructive relationships with a broad range of 
internal and external stakeholders.   
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Internal 

 SROs and Clinical Leads 

 Assistant Director  

 Health and Care Partnership Transformation Programme Managers 

 Communications and Engagement Team 

 Health and Care Partnership Transformation Office   
 

External 

 A large number of associated stakeholder organisations including Local Authorities, 
NHS provider organisations, national organisations and local interest groups.   

 Occasionally, patient representatives, including those who are members of project 
groups and boards. 

 
 

GENERAL DUTIES AND RESPONSIBILITIES 

 

Communications & Relationships 

Highly developed interpersonal, communication and negotiation skills are required in order to 

effectively engage a wide range of internal and external stakeholders, at commissioner and 

provider levels, in order to facilitate the achievement of the SWL strategic priorities. 

Confidentiality 

In the course of your employment you will have access to confidential information relating to 

CCGs business, patients, the Health and Care Partnership and its staff.  You are required to 

exercise due consideration in the way you use such information and should not act in any 

way, which might be prejudicial to the organisation’s interests.  Information which may be 

included in the category which requires extra consideration covers both access to the 

general business of the CCGs and information regarding individuals.  If you are in any doubt 

regarding the use of information in the pursuit of your duties you should seek advice from 

your Line Manager before communicating such information to any third party. 

 

Confidential information should always be treated according to the CCG’s rules on 

confidentiality. Any inappropriate disclosure may be subject to the CCG's disciplinary 

procedures. 

Raising Concerns 

Staff may on occasion have genuine concerns about healthcare matters and consequently 

the CCG endorses the principle that these must be raised in a responsible and appropriate 

manner, and if necessary using the CCG’s ‘Raising Concerns (Whistleblowing)’ policy.  

Data Protection 

The CCG is registered under the Data Protection Act 1984.  The post holder is responsible 

for ensuring that he/she maintains the integrity and quality of both computerised and manual 

data.  You must not at any time use the personal data held by the CCG or Health and Care 

Partnership for a purpose not described in the Register entry or disclose such data to a third 

party.  If you are in any doubt regarding what you should or should not do in connection with 

the Data Protection Act then you must contact your Line Manager.   
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Health and Safety 

 
Employees must be aware of the responsibility placed on them under the Health and Safety 

at Work Act (1974) to maintain a healthy and safe working environment for both staff and 

visitors.  Employees also have a duty to observe obligations under the CCG’s Health and 

Safety policies and to maintain awareness of safe practices and assessment of risk in 

accordance with the Risk Management Strategy. 

 

Infection Control 

CCG staff are responsible for protecting themselves and others against infection risks. All 

staff regardless of whether clinical or not are expected to comply with current infection 

control policies and procedures and to report any problems with regard to this to their 

managers. All staff undertaking patient care activities must attend infection control training 

and updates as required by the CCG. 

Financial Regulations 

All staff are responsible for the security of the property of the CCG, avoiding loss or damage 

of property, and being economical and efficient in the use of resources.  Staff should 

conform to the requirements of the Standing Orders, Standing Financial Instructions or other 

financial procedures including the Code of Conduct and Accountability and the Fraud and 

Anti Bribery Policies. 

Safeguarding Children & Vulnerable Adults  

All employees are required to act in such a way that at all times safeguards the health and 

wellbeing of children and vulnerable adults. Familiarisation with and adherence to 

Wandsworth Interagency Safeguarding policies is an essential requirement of all employees, 

as is participation in related mandatory/statutory training.  

 

Risk Management 

Managers are responsible for implementing and monitoring any identified and appropriate 

risk management control measures within their designated area(s) and scope of 

responsibility.  Responsibilities of staff with regard to risk management are outlined more 

fully in the Risk Management Strategy.  Staff are responsible for ensuring that they are 

aware of those responsibilities. 

Code of Conduct 

The Department of Health’s Code of Conduct for NHS Managers has been adopted by the 

CCG for all Director-level and senior management posts.  This requires the post-holder to 

comply with the Code and for his/her actions to demonstrate a commitment to the Code.  In 

particular, the post-holder must:- 

 

a) make the care and safety of patients his/her first concern and act quickly to protect 

patients from risk; 

b) respect the public, patients, relatives, carers, NHS staff and partners in other agencies; 

c) be honest and act with integrity; 

d) accept accountability for his/her own work, the performance of those he/she manages 

and of his/her own organisation; 
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e) Demonstrate his/her commitment to team working by co-operating with all his/her 

colleagues in the NHS and in the wider community.  

 

Acceptance of Gifts and Hospitality 

The conduct of staff in the public service should be scrupulously impartial and honest and in 

this context any offers of gifts or hospitality should be discussed with your manager, prior to 

acceptance. 

Equal Opportunities 

The post holder must at all times carry out his/her responsibilities with due regard to the 

CCG’s  Diversity Policy. The CCG is committed to ensuring equality of opportunity for all 

irrespective of their age, colour, creed, ethnic or national origin, marital status, nationality, 

physical or mental disability, race, religious belief, sex or sexual orientation.  

 

No Smoking 

Smoking by staff, patients and visitors, will not be permitted anywhere on CCG premises. 

General 

 The post holder may be required to work at any of the CCG’s sites in line with the service 
needs. 

 Create, maintain and enhance effective working relationships, both internally and 
externally 

 This job description provides an outline of the tasks, responsibilities and outcomes 
required of the role.  The job holder will undertake any other duties that may be required 
which are consistent with the grade and responsibility of the post. 

 This job description describes responsibilities, as they are currently required.  It is 
anticipated duties will change over time and the job description may need to be reviewed 
in the future. 

 All staff have a responsibility to participate in the CCG’s Performance Appraisal Scheme 
and to contribute to their own development and the development of any staff that they 
are responsible for appraising. 
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Person Specification 

 
Supporting Evidence 
 
In the supporting evidence of your application form, you must demonstrate your experiences 
by giving specific examples for the criteria within the person specification.   

 

Factors 
 

Description Essential Desirable Assessment 

Knowledge, 
Training and 
Experience 

Educated to degree level in relevant 
subject or equivalent level of 
experience of working at a similar 
level in specialist area 
 
Knowledge of administrative 
procedures, project management or 
information analysis  
 
Basic knowledge of 
project principles 
 
Previously worked in similar position 
within the public sector 
 
ECDL 
 

 
√ 
 
 
 
 
√ 

 
 
 
 
 
 
 
 
 
 
 
√ 
 
 
√ 

 
√ 

 
 

A/I 
 
 
 

A/I 
 
 
 
 

A/I 
 
 

A/I 
 

A/I 

Communication 
skills 

Skills for communication on complex 
information and administrative  
matters, requiring developed 
interpersonal and oral/ written 
communication skills 
 
Ability to pull together 
comprehensive draft reports, data 
and letters Negotiating, networking 
and persuasive skills 
 

 
 
√ 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
√ 
 
 

 

 
 

A/I 
 
 
 
 

A/I 

Analytical Problem solving skills and ability to 
respond to sudden unexpected 
demands 
 
Excellent time management skills 
with the ability to re-prioritise 

 
√ 
 
 
√ 
 

 
 
 
 
 

 
A/I 

 
 

A/I 
 

Planning Skills Skills for supporting project 
management 

 
√ 
 

  
A/I 

 

Management 
Skills 

Skills for managing aspects of 
projects ensuring they meet financial 
targets. 

 
√ 

  
A/I 

Physical Skills Skills for manipulating information. 
Advanced keyboard skills, use of a 
range of software 

 
√ 
 

  
A/I 

Autonomy Ability to work on own initiative and    
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organise own workload with minimal 
supervision working to tight and 
often changing timescales 

 
√ 
 
 

 
A/I 

  
*Assessment will take place with reference to the following information 
 
A=Application form              I=Interview                              T=Test                C=Certificate                 
                           

 
 
 

 

 

 

 

 

 

 

 

 

 

 


