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ROLE DESCRIPTION

	JOB TITLE
	POST NUMBER

	Support & Systems Officer 
	P1101

	DIRECTORATE
	LOCATION

	Governance and Corporate Services
	Hybrid Working and Council Offices, Hailsham

	GRADE
	OTHER ALLOWANCES

	WDC3
	

	KEY WORKING RELATIONSHIPS
	INTERNAL/EXTERNAL

	Who will I be working with?

















How will I be interacting with others?

This covers JE Criteria G (Relationships)
	Internal:
Chief Executive, Director of Community, Head of Assets, Crematorium & Major Projects, Crematorium and Major Projects teams, other members of staff and Councillors as appropriate.

External:
A wide variety of private sector suppliers and contractors, consultants, and representatives at all levels within public, private and voluntary sector organisations including government departments and public agencies, and members of the public.
On a daily basis, through emails, phone calls, Teams or face to face interactions.

As required correspondence, reports and contract management involvement. Formal and informal internal and external meetings

	STATUTORY RESPONSIBILITIES/LEVEL OF ACCOUNTABILITY

	What am I accountable for?































What are the consequences for me or the council?

This covers JE Criteria D (Accountability)
	This is an operational role, required to use specialised systems operating within the relevant policies, legislation and regulations that cover Corporate Assets.

Attention to detail is essential, for ensuring accurate performance and financial monitoring.

Managing the collection, maintenance and integrity of specialist statutory compliance records and technical data within Service systems to ensure the Council remains Statutory Compliant.

Managing the day-to-day operations of the Asset Management systems and interfaces to other systems.

Use of specialised systems operating within the relevant policies, legislation and regulations that cover the Corporate Asset Services service.

Develop new ways of working and reporting, promoting automation where possible.

Information recorded incorrectly will have an impact on the reputation, and potentially financial implications for the Assets team.

Increased risk of harm to the environment and potential legal action against the authority for failing its statutory duties.

Inadequate service can lead to an increase in complaints or incur additional expense to the council.

	DECISION MAKING AUTHORITY (INDEPENDENCE)

	What actions can I take independently? 

Manage workload independently and prioritise tasks to promptly address priorities. Ensure responses to enquiries are issued within agreed timeframes, under minimal supervision. 

Responsibility for compliance data and ensuring the asset management system is kept up to date. Ensure all remedial actions are raised in good time and monitored to ensure that all follow-on works are completed.

Be the main point of contact with our Asset Management system provider to resolve any issues, find solution and identify improvements.

To manage and update as required all web pages that relate to the areas of work covered by the Corporate Assets Services team to include, Facilities Management, Parking, Community Toilets, Estates, Building Maintenance and Green Spaces

Raise Order and invoices track, and record orders as required by members of the Corporate Assets Services team and ensure the effective and timely processing of suppliers’ invoices in line with the Council's financial regulations using appropriate systems and procedures. 

When do I need to involve others? 

Contributes to the development of business, financial and service plans for the Corporate Assets Services service area in the context of a collaborative asset management framework.

Contributes to the financial budget setting against statutory compliance within the overall Corporate Assets Services service budgets.


	JOB PURPOSE (COMPLEXITY)

	Why does this job exist?
To manage the asset management data base and report on the Councils assets, to enable programme and business planning of our annual maintenance programme, including planned cyclical works programmes, whilst also ensuring data quality and robust management of work streams and legal and regulatory compliance.
To support the corporate assets team in the development of the Council’s overall approach to the maintenance and improvement of all the Corporate Assets for which the Council are responsible.
Support the day to day running of corporate asset contracts that include:
· External works term contract
· Building Maintenance term contract
· Mechanical term contract
· Electrical term contract
· Other statutory contracts including:
· Asbestos
· Legionella
· Lift inspections
· Fire Extinguishers
· Fire Alarm System
· Lightning Protection


How does it contribute to the Council overall?
Ensures that all the council’s corporate assets reman fit for purpose, which will allow the Council to:
· deliver its core services from its operational assets
· secure income from its commercial assets
· deliver services to our communities from our non-operational assets such as leisure centres, green spaces and car parks
· ensure that it complies with all building related health & safety legislation
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ROLE RESPONSIBILITIES 

	What are the most important things I will be doing? 

Assist the Asset, FM & Green Spaces Manager in monitoring and production of performance reports encompassing all compliance areas (gas safety, periodic electrical testing, asbestos, fire safety, water hygiene and lift management) providing visibility of all testing, servicing and inspection regimes to ensure they are undertaken on time and in line with regulations and company policies
Ensuring accurate data is maintained and entered onto the asset management system and supporting databases to maintain records in line with compliance requirements and ensuring effective communication can be provided to stakeholders on programmes and remedial work
Carry out finance administration including raising purchase orders, goods receipting, maintaining spreadsheets, supporting end-of-year finance processes, assisting with budget monitoring, and ensuring prompt payment via the e-Procurement system.
Provide accurate and timely information for annual budgets and monitor budgets in accordance with procedures and financial controls. Process contractual payments for compliance servicing and remedial works, in line with financial regulations.
Assist the Assets Manager in the procurement process for a new asset management system, including drafting tender documents and evaluating bids. Support the implementation of the asset management system, including responsibilities for data migration, system testing, and ongoing maintenance.
Input information on to the asset management system and assist with the collection of current stock condition data, the design of survey data and the validation of collected data.
Building and generating reports to facilitate robust programme, performance contract management.
Ensure all work activities that impact compliance aspects of the organisation are captured and the data updated accordingly 
To receive, record, administer and process enquiries from members of the public and others in connection with the Assets, FM & Green Spaces service. 
To be responsible for maintenance of accurate records, to include customer enquiries, files, file notes, written correspondence and electronic communications, storage and retrieval of data, for performance and financial monitoring purposes.


	What other activities will I be responsible for?  
To provide all necessary assistance to the Car Parking and Facilities Manager and to other staff to ensure the effective operation of the administrative/clerical support services.
To raise and authorise repairs relating to Facilities Management, Parking, Building Maintenance and Green Spaces.
To provide clerical and administrative support to ensure delivery of service standards to customers.
To maintain records in respect of asset management, including the inputting of data into the Asset Management System for day-to-day repairs, planned maintenance projects and energy.
To assist members of the team with any tendering and contract administration required.
Assist with taking action points during meetings as required by the manager, track progress on agreed actions, and distribute notes to relevant parties.
Maintain accurate records including customer enquiries, file notes, correspondence, and electronic communications for storage, retrieval, performance, and financial monitoring.
Manage and update all relevant web pages related to Facilities Management, Parking, Community Toilets, Estates, Building Maintenance, and Green Spaces.
Support digital communications by reviewing, editing, and creating departmental newsletters and other digital content.
Assist the Car Parking and Facilities Manager and other staff to ensure effective operation of administrative and clerical services. 
In the absence of other administrative staff of the Section ensure the essential work arising is adequately dealt with and provide effective cover in the absence of other officers.
To act in accordance with the Council’s health and safety policy to take reasonable care for your own health and safety and that of others who   may be affected by your work activity. 
Actively promoting the Council’s values, understanding its purpose and how these affect internal and external factors.
Flexibility of working hours as required for occasional out of hours working.
Carry out other such duties appropriate to the post or as may be required by the Corporate Asset Services Manager or Head of Service.


	Will I be managing others? 
None

	Who do I report into? 
Asset, FM & Green Spaces Manager



	PROGRESSION & DEVELOPMENT 

	What are the development opportunities for me?
Attend appropriate training courses as and when identified to help develop your skills or knowledge of specific areas to enable you to deliver the role you provide in the Corporate Asset Services service or gain personal skills to further develop your career progression.

Potential to develop your skills, knowledge and qualification level within statutory compliance, health & safety and asset management.


	How will I know I am being successful in this role?
Success will be achieved delivering clear, accurate and timely responses to both customers and colleagues, ensuring a positive experience every time.

Delivering accurate financial data to ensure robust budget monitoring and financial year end processes are achieved.

You’ll work within all relevant compliance legislation and policies, keeping comprehensive records of activities and actions.

In addition, there are regular check-ins with the Asset, FM & Green Spaces Manager, to discuss expectations and performance, and identify any further support or guidance that is required.


	What is the required learning for me in this role?

As part of your ongoing training programme, you will be required to undertake certain mandatory online learning modules and undertake refresher training. Including but not limited to:
 
· Corporate Induction   
· Cyber Security Modules 
· Equalities and Diversity in the Workplace
· WDC Fire Safety
· Health & Safety Fundamentals
· Data Protection Essentials 
· Freedom of Information – A Guide For Local Authorities
· Display Screen Equipment (DSE)

There is also the option to undertake other learning through the council’s Learning Pool training as necessary. 




This is an outline job description designed to summarise the key responsibilities of the role and is not intended to cover every task that may be required.  It may be subject to change to meet the evolving needs of the organisation. 

	
Additional Role Requirements

	Standards of  Conduct
	You will be required to comply with the Council’s Standing Orders and Standing Financial Instructions, and at all times deal honestly with the Council, Members, Colleagues and all those who have dealings with the Council, including customers and suppliers.
You must behave with integrity, act lawfully and demonstrate a strong commitment to ethical values. 

To positively demonstrate the Wealden values yourself and to continue to build the culture of the Wealden values through the appointment, management, appraisal and development of staff (as well as third party providers).

	Health & Safety/Risk Management
	Wealden District Council’s Health & Safety Policy and other safety procedures and guidelines are deemed part of this job description.  Employees must look after their own health, safety and welfare and be mindful of other persons who may be affected by their acts. Employees must co‑operate and comply with management instructions regarding H&S issues and report all accidents, incidents and problems to their supervisor, manager or other senior members of staff, in line with the H&S policies.

You will need to be compliant with the Council’s risk management policies and procedures. These describe the Council’s commitment to risk management, the recognition that our aim is to protect colleagues and visitors from harm, and stress that all colleagues have a responsibility to minimise risk. 

	Governance Standards
	Comply with the relevant governance standards applicable to the Council as communicated to the post-holder from time to time. 

	Data Protection
	To comply with Council Policies and the Data Protection Act in all respects, with particular relevance to the protection and use of staff and customer information. 

	Confidentiality
	Council colleagues are required to ensure that information about customers and staff is safeguarded to maintain confidentiality and is kept securely in accordance with General Data Protection Regulations (GDPR), Data Protection Act 2018 (DPA18). The Council’s Data Security and Protection policy ICT policies provide guidance on how this can be achieved. 

	Communication
	To encourage innovation and positive challenge through effective involvement, motivation and communication with Officers, Members, Partners and other Stakeholders, actively promoting the Council’s reputation and image as an employer of choice.


	Digital/
Records Management



	To direct the identification, development and implementation of digital and other systems and procedures which are aligned to the Council’s Drive to Digital Strategy and are shaped to reflect our customers’ and stakeholders’ needs.

To maintain Council customer and staff records (both paper and electronic) in accordance with Council policies. 

	Freedom of
Information
	To provide advice and assistance to all persons who propose to make, or have made requests for information, and to ensure all requests for information are managed appropriately in accordance with Council Freedom of Information procedures. 

	Security
	To comply with Council policies to ensure there is a safe and secure environment that protects Members, staff and visitors and their property, and the physical assets and the information of the organisation. 

	Other duties
	Participate in such non-routine duties as elections and Emergency Planning as directed by the Chief Executive to include, where appropriate, the setup of a Rest Centre.

	Freedom to Speak Up
(Whistleblowing)
	You have responsibility for customer and staff welfare and should raise any concerns relating to a breach of Council policies and procedures with your manager or refer to HR for alternative options. 

	Environmental Impact







	You will ensure compliance with the Council’s environmental management policies and procedures. These describe the Council’s commitment to climate change and carbon management, the recognition that our aim is to protect the environment and the use of natural resources that all staff have a responsibility towards. 

	Performance review
	This Job Description will be used as a basis for individual performance review between you and your line manager. 
The Job Description covers only the key result areas and, as such, does not intend to provide a comprehensive list of objectives. Specific objectives will be reviewed each April and may develop to meet the changing needs of the service. You will need to take due account, in the way they achieve the key result areas, of Council policies and procedures. 

	Equality and Diversity
	To take responsibility and comply with the Council’s Equal Opportunities policy (which makes a commitment to promote equal opportunities and  equality of all protected characteristics in Wealden), Officers’ Code of Conduct, Data Protection and other relevant policies, procedures and legislation, to ensure these are embedded and applied throughout the service in both service provision and employment issues.




POST NO: P1011		

	PERSON SPECIFICATION


	CRITERIA
	ATTRIBUTES
	ESSENTIAL 
	DESIRABLE
	ASSESSED BY
Application Form / Interview / Practical Assessment

	Knowledge & Experience
	Experience working in an office environment using computerised systems and confident use of email, and other Microsoft Office products, including Word and Excel.
	X
	
	Application Form / Interview

	
	Experience dealing with customers and/ or members of the public. 
	X
	
	Application Form / Interview

	
	Experience of working in a building repairs and maintenance environment
	X
	
	Application Form / Interview

	
	Can demonstrate knowledge and use of Property related computer software or equivalent computer programs.
	X
	
	Application Form / Interview

	
	To demonstrate an understanding of building terminology
	X
	
	Application Form / Interview

	
	Knowledge of local government services.
	X
	
	Application Form / Interview

	
	Knowledge of statutory compliance and health & safety requirements within commercial properties.
	
	X
	Application Form / Interview

	Skills
	Excellent oral and written communication skills, and a friendly and professional manner in dealing with internal and external customers at all levels.
	X
	
	Application Form / Interview

	
	Excellent time management and organisational skills
	X
	
	Application Form / Interview

	
	Strong attention to detail and self-motivated to complete a job accurately.
	X
	
	Application Form / Interview

	
	Able to work on own initiative, prioritising and reprioritising own workload, comfortable with a flexible approach to changing work demands, and ability to progress developments and ensure that deadlines and targets are achieved.
	X
	
	Application Form / Interview

	
	Numerate and with proven ability with spreadsheets
	X
	
	Application Form / Interview

	
	Ability to work independently or as part of a team and to exercise initiative.
	X
	
	Application Form / Interview

	Qualifications/
Education

	A good general standard of education with GCSE grade C (or equivalent) in English and Maths.
	X
	
	Application Form

	
	Educated to Graduate level
	
	X
	Application Form

	
	Commitment to further technical training/qualifications as appropriate
	X
	
	Application Form / Interview

	Personal attributes

	The ability to deal efficiently and sympathetically with members, officers and members of the public as well as external partners such as other service providers, residents, businesses and other stakeholders.
	X
	
	Application Form / Interview

	
	Provides a high quality, reliable, consistent and customer-focused service.
	X
	
	Application Form / Interview

	
	Previous experience of dealing with customers and/ or members of the public  
	X
	
	Application Form / Interview

	General Circumstances
	Must be able to be flexible with working hours
	X
	
	Application Form / Interview
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OUR VALUES
WORK We work together:

One organisation One district

TOGETHER One team One five-star customer service

We show empathy:
Connection Consultation
Understanding Listening

We are ambitious:
Purposeful Resourceful
Enterprising Innovative

7" (K) AmBimious

We show leadership:
Accountability Embracing change
Flexibility Leading by example

We deliver:
Planning Meeting deadlines
Communication Achievement
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