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JOB DESCRIPTION


[bookmark: _Hlk147920156]Department:	Green Sefton			Location:  	Cambridge Road depot (Primary)
(Boroughwide as required)
	 
Team:	 	Land Management Team				Post No.	tbc

Post: 		Apprentice Technical Assistant		            JE No.	             tbc

Grade: 	Level 3 Apprentice


Responsible to:	Operations Manager – Land Management Team

Responsible for:	Team as set out in the organisation chart 


Job Purpose: 

To provide business and administration support the frontline operational service functions of the Land Management Team, Green Sefton.

To support the effective administration and maintenance of information and systems used by the Land Management Team, Green Sefton, helping to ensure that the functions of the service operate effectively and that core operational support systems and data management resources are maintained correctly. 

To act as an ambassador for the Green Sefton and Sefton Council

Main Duties and Responsibilities:

The post holder will be required to:

1. Support the Land Mangement Team in operating, monitoring and providing continual improvement to all systems of work, technical support functions and operational procedures for the team.

2. Support with administration functions, eg seasonal recruitment, training records, uniform, equipment & Personal Protective Equipment issue, operational reporting data, correspondance, FOI’s, health and safety, equipment & machinery allocation and management & monitoring systems etc.

3. Assist with data input in support of budget management across the teams budgets to ensure data essential for resource allocation is up to date. Support with monitoring petty cash, purchasing, income, recharges and invoicing of customers. 

4. Support with data entry for the development and delivery of the Asset Management database

5. and assist with technical support necessary to monitor, record and report infoamtion related to the resources and delivery required to support service strategies that are required by the Land Management Team and Green Sefton. 

6. Support with the administration of, and monitor the performance, of customer enquires, including corporate complaints, Freedom of Information Act queries, Fixed Penalty Notices. Providing feedback against core works monitoring and resource allocation.

7. To support the management and maintenance effective systems to support core operations and resources management, including stock monitoring for the continual provision of consumables, materials, fuels, parts, equipment, tools required to deliver frontline operational activities. 

8. Assist with the management of queries (internal and external to the Council) and process responses to those queries, including work scheduling, standards of service delivery, invoicing for services provided, issuing of recharges and invoices.


Team Service Description:

Green Sefton provides our communities with a clean, green Borough (including parks and greenspaces, trees and woodlands, play and recreational facilities, and our coast and countryside, which include specially protected sites) to the benefit of residents, visitors, investors, and nature.

The team focuses on the interactions with the public both as users of services and provides the delivery of information and technical functions to deliver results. 

Supported by the Development Team it identifies, develops and delivers strategies and plans which lead to improvements to Green Sefton to contribute to the service outcomes and vision above. It delivers continuous improvement to develop the most effective, efficient and customer focused service including development of commercial opportunities relating to the use of its assets.

To Deliver the following Outcomes:

· An efficient, effective and customer focussed service.
· Support the optimisation of benefits from this service area.
· Support the management and development of our green infrastructure to deliver benefits for people, place and nature.

Linkages:

To deliver the outcomes for your role and your team, and to contribute to the delivery of Council outcomes, you will be expected to work with other teams within Green Sefton, other corporate departments, outside agencies and partners and members of the public. Some of the critical relationships for your post include:

· Corporate Finance Officers
· Corporate ICT
· Corporate Human Resources
· Corporate Communications


The post holder will have contact with all officers within the Land Management Team & Green Sefton, given the role supports all core operational technical and administrative functions within the team. It will also require liaison and contact with services throughout the Council. The post holder will have dealings with a wide range of stakeholders including customers who are users of our recreational services (e.g., all visitors to our facilities, those engaged in permitted specialist activities and clients)

This does not represent an exhaustive list.

Qualifications and Experience:

See Person Specification.

Organisation Chart: 

See attached.	

Special Conditions:

The post is based at Cambridge Road Depot Seaforth, but may require agile working on occasion from other locations

General:

The post holder will be expected to work flexibly, and the exact nature of the duties described above is subject to periodic review and is liable to change.

The post holder will be expected to comply, observe, and promote the equal opportunities of the Council.

This job description is a representative document. Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and it’s grading.

All members of staff are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues and others who may be affected by their work. The post holder is expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.

The Authority has an approved equality and diversity policy in employment and copies are freely available to all employees. The post holder will be expected to comply, observe and promote the equality and diversity policies of the Council.

Since confidential information may be involved with the duties of this post, the post holder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

Undertake, and participate in training, coaching and development activities, as appropriate.

Note: 	Where the post holder is disabled, every effort will be made to support all necessary aids, adaptations, or equipment to allow them to carry out all the duties of the job.  


Prepared By:	Matt Baker
	
Designation: 	Operations Manager – Land management team, Green Sefton 

Date:			3rd October 2024



PERSON SPECIFICATION 

Post:		Apprentice Technical Assistant	 Post No:  tbc
	
Department: 	 Green Sefton 	 Team:      Land Management


	Personal Attributes Required
(considerations)
	Essential (E)
Or
Desirable (D)
	Method of Assessment
(suggested)

	QUALIFICATIONS/TRAINING

Good standard of General Education/ Working at Level 2 in Maths & English (GCSE grades A-C, 9-4 or equivalent)

Qualifications in relation to IT, e.g. ECDL or equivalent



	

(E)



(D)


	

AF/C


(D)
 

	EXPERIENCE

Working with MS Office applications 

Experience in business and office support in an operational environment

Experience of operating software programmes and systems that support operations, facilities and resources.

Experience of accounting 
	

(E)

          (D)


(D)



(D)


	

AF/I


AF/I



AF/I/T



	SKILLS/KNOWLEDGE/APTITUDES
	
Practical and procedural knowledge in business management and office support in an operational environment

Knowledge of associated organisational policies, practices, and procedures

Experience of accounting for sums of money

Literacy and numeracy skills are required. 

Experience of dealing with the public, enquiries handling, customer care

The ability to exchange orally or in writing varied information with a range of audiences 

The work involves handling and processing of manual or computerised information, where care, accuracy, confidentiality, and security are important and ordering & stock control of a range of supplies, consumables, materials, tools & equipment.

	

(D)



(D)


(D)


(E)

          (D)


(D)



(E)




	

AF/I



AF/I


AF/I


AF/I

AF/I


AF/I/T



AF/I




	SPECIAL REQUIREMENTS

Potential for exposure to disagreeable, unpleasant or hazardous environmental working conditions or people related behaviour. 

	

(D)




	

AF/I






	Prepared by: M. Baker
	AF
	= Application Form

	
	C
	= Certificate

	
	I
	= Interview

	Date: 03/10/2024
	T
	= Test

	
	P
	= Presentation
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