
 

 
JOB DESCRIPTION 

 
 
1.  JOB TITLE  AUTHORITY SUPPORT MANAGER 
 
2.  JOB PURPOSE 
 
Work with the Authority Reporter to ensure the delivery of effective and 
efficient services to children and families in line with corporate strategies and 
policies. 
 
3.  ORGANISATIONAL POSITION 
 
Immediate Line Manager:  Authority Reporter 

 
Peers:     Reporters 
      Regional Staff 

 
Management Responsibilities:  Support Assistants 

      
 

4.  DIMENSIONS 
 

Support Staff in Authority Team: Up to 14  
 
Cash handling:      Petty cash of up to £1,500 
 
5.  PRINCIPAL ACCOUNTABILITIES 
 

• Plan, manage and direct support services within the Authority Team to 
ensure the delivery of effective and high quality services for children 
and families. 

• Assist the Authority Reporter to deliver and implement national and 
corporate policy locally. 

• Lead and motivate support staff in the Authority Team to ensure 
effective team working in line with corporate objectives. 

• Effectively induct, train, supervise and develop support staff in the 
Authority Team to ensure their continuing personal development and 
performance and to maximise their contribution to organisational 
objectives. 

• Provide direct administrative support to the Authority Reporter. 
• Monitor and maintain adequate supplies of stationery and equipment 

for the Authority Team. 
• Implement SCRA’s health and safety policies and procedures and act 

as local designated risk assessor. 



• Identify and take appropriate action on any property repairs/ 
maintenance requirements. 

 
6.  QUALIFICATIONS, TRAINING, EXPERIENCE, KNOWLEDGE AND 
 SKILLS 
 

•   Educated to Higher level or equivalent 
•   HNC in relevant discipline or equivalent experience 
•   2 years experience of providing administrative services  
•   Competent in the use of Microsoft Office applications  
•   Excellent communication skills, oral and written  
•   Excellent interpersonal skills  
•   Numerate 
•   Time management skills 
•   Ability to plan and prioritise work  
•   Ability to train and coach staff 
•   Ability to motivate staff  
•   Flexible and adaptable approach 

 
7.  COMMUNICATIONS 
 
Internal:   Regional and Authority Team staff 

 
External:   Children and families, panel members, staff in other agencies, 
suppliers and contractors 
 
8.  PRINCIPAL CHALLENGE 
 
To effectively manage support services within an Authority Team within the 
context of competing and changing priorities.  
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