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Job Description


	A
	Post Details



	
	Job Title:
	Business Administrator

	Function:
	Safety, Planning & Performance

	
	Location:
	Ashford

	Unique Post Number:


	

	
	Reports To:
	Strategic Workforce Planning Manager

	Grade:
	ASG

	B
	Purpose of the Job



	
	To provide a professional level of administrative support to the Strategic Workforce Planning Manager for Train Services. 

To provide a professional level of KPI management for the Safety, Planning & Performance Director’s team, and the Head of Drivers’ team.


	C
	Principal Accountabilities



	C1

C2

C3

C4

C5


	To provide KPI data and analyse resource utilisation for the Safety, Planning & Performance Director’s team, and the Head of Drivers’ team in the form of A&U reports, dashboards and trackers.  

To assist with budget compilation and quarterly forecast reviews and to monitor Train Services expenditure.
Process all purchasing for the Train Services Director’s budget (ordering, receipting, arranging deliveries, budget monitoring and provision of info for budgeting / forecasting).

To assist Strategic Workforce Planning Manager with traincrew resource planning.
Responsible for administration of Cardinus Online Fire Training for Train Services.



	D
	Safety Responsibilities


	D1


	This post is required to undertake SAFETY CRITICAL WORK
	Yes
	
	No
	(

	D2


	This is a KEY SAFETY POST
	Yes
	
	No
	(

	D3


	This post requires SECURITY CLEARANCE
	Yes
	
	No
	(

	D4
	The job requires competence in PERSONAL TRACK SAFETY


	Yes
	
	No
	(

	D5
	This job has SPECIFIC SAFETY RESPONSIBILITIES 
	Yes
	
	No
	(

	
	

	E
	Decision making Authority



	E1


	Authorised to act in respect of Train Services matters on all principal accountabilities described above.


	F
	Most Challenging and/or Difficult parts of the role


	F1


	Prioritising demanding tasks and report compilation with challenging deadlines.



	G
	Person Specification



	
	Southeastern aims to recruit people not just for jobs but for long term careers. We want good quality, talented people with the right attitude who will stay with us.

For these reasons we look for evidence of Southeastern’s Ways of Working in all potential staff and our existing staff looking for promotion along with the particular experience / knowledge, skills and behaviours relevant to the position applied for.
Ways of Working:
· Think ‘what if?’
· Show you care
· Make great things happen

We want everyone who works here to be proud to serve the South East, to feel able to do their job well and to feel that what they’re doing is worthwhile. And we know that it’s the thousands of tiny moments we all experience every day that make the difference – the decisions we make, the support we give and receive, the things that seem small that have a real impact and earn massive respect. 
The job demands the following blend of experience, knowledge, qualifications, skills and behaviours (all are essential, unless otherwise shown and will be assessed by application, assessment and interview).



	G1
	Experience, Knowledge & Qualifications 

High level of IT knowledge – Outlook, Word, Excel, Power BI, Oracle, Cardinus, IRMA and QPULSE.

Excellent written and verbal skills.

Good analytical and numerical skills.

General knowledge of rail industry.

Good standard of education.

Experience of working in business administration.

Good understanding of budgeting principles, procedures and systems.



	G2
	Skills (including any specific safety critical competencies) 
Planning and Organisation – Undertakes relevant administration duties effectively.  Plans and coordinates own workload and deadlines, demonstrating good organisation.

Communication – Expresses oneself confidently and effectively.  Is friendly and supportive and engages others in open, honest and productive conversations.

Resilience, Flexibility and Adaptability – Remains calm and self-controlled under pressure.  Reacts well to change and stays positive despite setbacks.  Ability to respond positively and cooperatively to challenges and conflicting demands.  Keeps difficulties in perspective.



	G3
	Behaviours 

Professionalism – Interacts well with others in a sensitive and effective way.  Respects and works well with others.  Quickly builds rapport and easily establishes relationships with different types of customers and stakeholders.

Honesty and Integrity – Is transparent and honest and takes full responsibility for actions and maintains confidentiality at all times.  Demonstrates confidence and deals effectively with difficult situations.

Teamwork, Sharing and Supportive – Aligns with others to deliver common goals.  Shares ideas and information. Supports colleagues and works effectively with others.

Problem Solving, Adding value and Taking a broader view – Identifies potential difficulties and their causes.  Generates workable solutions and makes rational judgements.  Creates opportunities to improve results and add value to the business.  Considers the long-term impact of decisions across the business



	G4
	Other

N/A


	I
	Dimensions of role



	I1


	Financial – Direct: Train Services Director purchasing

	I2


	Financial – Other:
	

	I3


	Staff Responsibilities – Direct:
	

	I4
	Staff Responsibilities – Other:


	

	I5
	Any Other Statistical Data: A&U analysis, QPULSE and KPI reporting



	J
	Acknowledgement



	J1
	Prepared By:


	Bethany Diedo
	Date:
	02/09/25

	J2
	Approved By (Head of Department):


	Scott Brightwell
	Date:
	02/09/25


	 K
	Job Description Briefing

	
	The post holder has been briefed on and understands the requirements of this Job Description and other related documents:

	
	Name of post holder:
	
	Signature:
	
	Date:
	

	
	Name of briefing manager:
	
	Signature:
	
	Date:
	

	L
	Nominated Deputy for Safety requirements 

	
	If this is a KEY SAFETY POST (D2 in Safety Details above is YES) at least one nominated deputy must be identified.  The Job Holder must ensure that the Nominated Deputy (ies) receives a copy of, and is briefed on this Job Description.  If there are more nominated deputies, they should sign further copies of this Job Description.

	
	The nominated deputy has been briefed on and understands the requirements of this Job Description and other related documents:

	
	Name of nominated deputy:
	N/A
	Signature:
	
	Date:
	

	
	Name of briefing manager:
	
	Signature:
	
	Date:
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