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Job Description 
	Job Title
	Operations & Communications Support Administrator

	Grade
	Band E

	Reporting To
	
Compliance & Development Officer

	JD Ref
	OPS0059G


	 
Purpose
Provide strategic support to the Council’s Parks & Countryside team over a wide range of projects, initiatives and tasks. This includes managing the administration and coordination of work with Parks & Countryside’s Senior Management Team to ensure service activities and initiatives are transformed and aligned with Directorate and Corporate systems, approaches and priorities.

Main Duties And Responsibilities
Behavioural: 
· Enjoy, achieve, create impact, and thrive in the role and organisation.
· Live our values in the role and organisation.
Communication, Engagement and Training: 
· Ensure effective communication mechanisms are in place form the Council’s Parks & Countryside Team and lead on the production of weekly staff newsletters. This includes sourcing and writing content whilst ensuring messages are aligned with the Council’s vision and values.
· Assist with publicising, organising, coordinating and promoting a range of events on behalf of the Parks and Countryside Department.  This may include supporting a variety of environmental and community-focused events across the Liverpool City Region.
· Ensure prompt and appropriate handling of correspondence for the attention of the Senior Management Team whist maintaining confidentiality.
· Collaborate with a diverse range of internal and external stakeholders, including Strategic Directors, Heads of Service, Chief Officers, Elected Members, colleagues from other local authorities and public sector organisations, as well as other key partners as required.
· Provide full secretarial assistance to the Parks and Countryside Management Team during absences to ensure a high level of service is maintained.

Data Manipulation, Data Analysis and Decision-Making: 
· Provide direct executive support to the Head of Service in a proactive and efficient manner. This will involve extensive diary management, prioritising incoming emails, highlighting urgent correspondence and organising and scheduling meetings, appointments and events.
· Attend meetings and strategic / operational project teams on behalf of the Head of Service. Prepare agendas, minute take and make room arrangements at significant meetings within the department, including Trade Union meetings.
· Manage and log Parks and Countryside’s customer queries via the CRM system.
· Provide dedicated research and analysis on a range of topics in support of Parks & Countryside Service’s strategic objectives, including new policies and government initiatives. 
· Lead in the production of briefing materials for the Parks & Countryside Management Team.
· Assist in developing the implementation of Improvement Transformation projects and activities to support the delivery of long-term transformational change.
· Provide support for the P&C Events & Lettings Officer in relation to raising purchase orders, invoicing, goods receipting and ordering for internal and external clients.
Compliance:
· Adhere to and comply with all relevant corporate policies and procedures including Health & Safety, General Data Protection Regulations (GDPR), Corporate Governance and Code of Conduct.
[bookmark: _Hlk142571170]Other: 
· Any other duties commensurate with the grade. 
[bookmark: _Hlk80364490]Role Specific Knowledge, Experience And Skills
Qualifications
· GCSEs in English Language and Maths or equivalent.
· Desirable - Business & Administration Qualification.
Knowledge & Skills
· Excellent IT skills and proficient in Microsoft Office Applications, databases and CRM systems,
· Manage, sort and analyse data in a number of ways using Excel.
· Proficient use of I-Procurement (or equivalent system).
· Maintain confidential and sensitive information in a professional and objective manner.
· Display excellent communication skills, both written and verbally, and be able to interact with a wide range of contacts both internally and externally.
· Highly motivated with outstanding organisation skills and the ability to prioritise tasks, manage multiple projects simultaneously and follow through on issues in a timely manner.
· Ability to work in a fast-paced environment and react quickly and confidently to change.
· Prioritise, complete tasks and work under own initiative, delivering own work to agreed deadlines and quality levels.
· Desirable – High level of ability to build a network of relationships with internal and external partners.
· Desirable – Knowledge of Local Government and its current challenges.
· Desirable – Aware of Health & Safety standards; along with a high understanding of safeguarding in the workplace.
Experience
· Desirable - Providing effective technical administrative support for grounds related operations.

Additional Information 
· Ability to travel across the Borough and work from various locations. 
· Work hybrid, with a flexible working approach to accommodate service needs.
· On occasion, able to work outside traditional hours, of a weekend and evening as required, adopting a flexible working approach in response to business requirements.
Health & Safety Considerations: 
· Working outside
· Work with VDUs (Video Display Unit) (>5hrs per week)
· Exposure to persons with challenging or aggressive behaviour
Approved By: SimonO’Connor - Resilience & Compliance Manager
Date Of Approval: 25 June 2025 
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