
 
 

Job Title – Business Support Administrator - Insurance   

  

Department: 
 
Section: 

Treasury and Exchequer 
 
Insurance – Treasury and Investment Management 

 

  

Reports to: Manager - Insurance   
   
JE Ref: STE1063  
 
Grade: CS6 

 
                                JE Date: 18/04/2024 

 

     
Job purpose  
 
To provide comprehensive support within the Insurance funcƟon, providing an administraƟve, analyƟcal and 

advisory support service. The postholder will provide a first line of support to all stakeholders, both internal 

and external.  

 

   
Job specific outcomes  
 
 1. Provide a broad range of high-level administraƟve support to the Insurance funcƟon to ensure the 

smooth day to running of the funcƟon and Ɵmely delivery of various iniƟaƟves and projects. 

2. Respond to pracƟcal queries using iniƟaƟve and judgement to prioriƟse tasks and duƟes, providing a cus-

tomer focused service to all. 

3. Organise, input into and monitor record keeping systems to ensure accurate recording; produce, create 

and analyse non-standard reports to provide the business with the informaƟon it needs to support decision-

making. 

4. ProacƟvely review relevant systems and processes within own area of work and make recommendaƟons 

to conƟnuously improve efficiency and performance. 

5. Communicate and share relevant informaƟon with stakeholders as required, to promote collaboraƟve 

working and to keep stakeholders up to date with events, meeƟngs and acƟviƟes. 

6. Develop and maintain an awareness of other departments and States Owned EnƟƟes (SOE’s) services and 

acƟviƟes, building posiƟve relaƟonships with them to ensure a collaboraƟve service is provided to the busi-

ness. 

7. Responsibility of processing of invoices for payments on relevant finance systems, and any relevant finan-

cial administraƟve processes required on behalf of management ensuring they adhere to the relevant fi-

nance public manual 

8. To maintain confidenƟality of highly sensiƟve informaƟon to ensure compliance with data protecƟon re-

quirements. 

9. Organise travel and accommodaƟon, courses and conferences for the Insurance funcƟon using the pre-

ferred online travel provider. 

 



 
 

10. Arrange and aƩend meeƟngs, prepare minutes and agendas and ensure appropriate distribuƟon to sup-

port Ɵmely communicaƟon between departments and SOE’s in order to progress changes required within 

and by the Government 

 
   

Statutory responsibilities  
Active engagement, participation, and compliance with any other statutory responsibilities applicable to the role, 
as amended from time to time. 
 
 
 
 
Organisational structure 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Organisation chart   
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Person Specification  
Specific to the role 
 
Describe the knowledge, skills, experience, and qualifications required to perform the job to a 
satisfactory standard.  
 
It is important to convey what the job requires, rather than what an individual might have, as these 
may be different. For example, you may have a postgraduate level qualification, however, an A’ 
Level standard qualification is the requirement for the job. 

 

ATTRIBUTES ESSENTIAL DESIRABLE 
Qualifications  

Please state the level of education 
and professional qualifications and / 
or specific occupational training 
required.  

Educated to A level or equiv-

alent or NVQ level 3 in Busi-

ness administraƟon or equiv-

alent experience gained 

through professional con-

text. 

 

If not already held, be willing 

to work towards Insurance 

Foundation Certificate qualifi-

cation through the Chartered 

Insurance Institute 

Knowledge  

This relates to the level and breadth of 
practical knowledge required to do 
the job (e.g. the understanding of a 
defined system, practice, method or 
procedure).  

Knowledge of operaƟng 
across a number of systems 
and adjusƟng to specialist 
systems 
Knowledge of supporƟng in a 

business administraƟve ca-

pacity. 

 

Knowledge and understanding 

of  the  insurance  market  and 

basic insurance concepts 

Technical / Work-based Skills  

This relates to the skills specific to the 
job, e.g. language fluency, vehicle 
license etc. 

Proficient in using computer 

applicaƟons e.g. MicrosoŌ 

Office 

AƩenƟon to detail and ability 

to record informaƟon accu-

rately with minimum super-

vision. 

Strong communicaƟon skills 

required, primarily for the 

purpose of giving and receiv-

ing informaƟon, but frequent 

contact with others is also 

required. 

 

 

General Skills/Attributes  

This relates to more general 
characteristics required to do the job 
effectively, e.g. effective written 

Able to accurately record in-

formaƟon and data. 

Ability to manage own work-

load within agreed Ɵmelines 

 



 
 

communication skills, ability to 
delegate, motivation or commitment 
etc.  

and escalate where issues 

arise. 

Organised and  

self-moƟvated 

Be a team player with ability 

to interact with people at all 

levels. 

Excellent communicaƟon 

skills 

Be able to deal with rouƟne 

challenges autonomously, 

some with a moderate level 

of complexity 

Experience  

This is the proven record of 
experience and achievement in a 
field, profession or specialism.  
This could include a minimum period 
of experience in a defined area of 
work if required by an external body 
(for example a period of post-
qualification experience). 

PracƟcal relevant work expe-

rience in the provision of 

broad administraƟve support 

within a complex business 

model. 

Ability to manage a varied 

workload. 

In depth understanding of 

administraƟve methods that 

have been learned through 

direct job experience. 

 

Work experience within the 

insurance industry. 

 

Experience of working in a 

customer focused environ-

ment. 

 

 

 
 

S 

Personal Attributes 
Appointees to this role will be required to adhere to and perform their duties in line with the standards 
identified in the States of Jersey tier 6 core accountabilities attributes and behaviour indicators. 

 

 

 

 

 

 

 

 

 

 


