
 
 
Black Country Housing Group has successfully been appointed as host of the 3 
year contract for Sandwell LINks (Local Involvement Networks). 
 
Do you want to be part of a strong local voice for people in the Borough of 
Sandwell in the planning, commissioning and provision of health and social care 
services? 
 
LINks is one of a number of government initiatives that aim to help improve the 
care and support people receive by providing more ways in which local people 
can shape services, providing the community with a mechanism for monitoring 
and reviewing local services.  
 
You could help us take this service to the next level: 
 
 
Clerical Assistant - £14,645 
As an experienced administrator you will provide clerical and administrative support for 
the project and assist with the collation of financial and management information.   
 
 
For further information about this position or to view the job description, person 
specification and benefits statement please visit www.bcha.co.uk or telephone the HR 
Department on 0121 561 3300. 
 
To apply, please send your CV with a covering statement showing how you match the 
person specification to: jobs@bcha.co.uk or by post to the HR Department, Black 
Country Housing, 134 High Street, Blackheath, West Midlands, B65 0EE.   
 
 
Closing Date: 22nd of MAY 2008  
 
 
This post is subject to an enhanced disclosure with the criminal records bureau. 
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BLACK COUNTRY HOUSING GROUP LIMITED 
 

JOB DESCRIPTION 
 
Job Title:   LINks Clerical Assistant 
 
Responsible to:  Community Regeneration Manager 
 
General Purpose: To provide administrative and other support to the Local 

Involvement Network project based at the Community 
Regeneration Department (CRD), in particular assisting 
the LINks Development Manager. To collate financial and 
management information in relation to the LINks project 

 
Specific Tasks: 
 
1.    Administration 
  
1.1  To provide an efficient admin support service to the LINk project team and the 

LINks Development Manager. 
 
1.2  To provide administrative support to the Community Regeneration 

Department when necessary in any diary management.  
 
1.3  To provide an efficient internal and external post service.  
 
1.4  Maintain a database of groups and projects for the organisation. 
 
1.5  Maintain a resource facility, with periodicals, CD ROM's and other resource 

information. 
 
1.6  To take responsibility for office stationery and consumables. 
 
 
1.8  Attend and actively participate in meetings as required. 
 
 2.   Financial 
 
2.1  To set up and maintain recording systems in relation to financial information 

and outputs required by Sandwell Council. 
 
2.2  To ensure that monitoring returns and other management information required 

by Sandwell Council are completed and returned as necessary. 
 
2.3  To participate in the development of and in the preparation of budgets and 

cash flows and financial modelling as required. 
 
2.4  To operate and be responsible for the petty cash system for the LINks Project 

as per procedure. 
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3.  General 
 
3.1  To attend and participate in training and meetings as necessary or required. 
 
3.2  To support and work collaboratively with the staff at CRD at events to 

encourage tenants and residents to participate in their communities and in the 
work of the organisation. 

 
3.3   Provide a support service to CRD, which includes (but is not limited to) 

organising and servicing both internal and external meetings, attending and 
supporting events,  organising cross departmental focus groups, co-ordinating 
consumer panel questionnaires and other activities,  mailings, newsletters etc.  

 
3.4  To operate at all times within the Group's policies, procedures and good 

practice guidelines. 
 
3.5  To carry out any other tasks that may be required from time to time in the 

interests of the effective operation of the organisation.   
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diversity. 
 

 4.4 Ability to work on own or as part 
of a team.  

E CV / Interview. 
 
 

 4.5 Ability to write clear and concise 
statements and reports. 

 

E Interview. 

 4.6 Excellent presentation and 
interpersonal skills. 

 

E 
 

Interview.  
 

 4.7 A high level of accuracy and 
attention to detail. 

 

E Interview / Test. 
 
 

 4.8 Ability to set up and maintain 
financial records. 

 

E CV / Interview. 

5. Attributes 5.1 Sensitive to the requirements of 
working in a diverse 
environment. 

 

E Interview. 

 5.2 Ability to build and sustain 
quality relationships with 
colleagues from a range of 
external organisations. 

E 
 
 
 

 
 

CV / Interview. 
 
 
 
 

 


