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Job Description: Grounds Service Administrator


Waverley is an ambitious authority, committed to being one of the leading Councils in the country at a time of major change by developing a high performing, highly engaged staff team to share the organisation’s values and deliver our corporate objectives.

	JOB DESCRIPTION

	Job title:
	Grounds Service Administrator


	Service:
	Environmental Services


	Team:
	Grounds Maintenance Services (Parks & Countryside)


	Location:
	Bourne Mill Depot, Guildford Road, Farnham, GU9 9PS


	Reporting to:
	Grounds Service Supervisor and Grounds Service Manager


	Responsible for:
	NA


	OUR ORGANISATIONAL VALUES 

	Collaboration
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Description automatically generated with medium confidence]


	We know, work with and support one another. We collaborate with residents, businesses and partners and realise the potential of the Guildford and Waverley Collaboration. We empower ourselves and others.
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Description automatically generated with medium confidence]Wellbeing

	We look after our own and other’s wellbeing. We know it’s okay to talk to each other about anything we are struggling with. We stay resilient and raise any concerns we have.

	Trusted
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	We abide by the Nolan Principles of Public Life: Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty, and Leadership.

	Value for Money
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	We spend public money wisely and carefully. We understand and follow our governance processes and raise any concerns with the right person. We celebrate successes and learn from mistakes.

	
Professionalism
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	We provide professional advice and excellent service; we know our local areas and understand the communities we serve.  We listen to all concerns and ideas. We benchmark our performance and always strive to improve.





	
Principal purpose of the role

	To provide administration support to achieve the council’s commitment to maintain high quality, safe and accessible green spaces across the borough. 
Deliver excellent customer care with a positive approach to learning and development.
Produce, manage and use systems to record, capture and report on operational, staff, safety and performance data.

	Main duties and accountabilities

	Record weekly timesheets, HAVS data, fuel use, activity summaries and vehicle service details, monthly mileage, accident and incident data ensuring accuracy.  
Maintain equipment and asset lists to support annual audit records.
Track purchases, stock, PPE, clothing and consumables to support monthly reporting. 
Produce purchase orders, set up suppliers and record expenditure appropriately in budget records.
Administer sports bookings including lettings, invoices, cancellations and customer setup, enquiries and correspondence; provide weekly booking and operational updates to managers.
Maintain holiday, absence and sickness records and assist KPI reporting.  Maintain confidential HR file notes in line with policy.
Professionally manage complaints, compliments and general enquiries.
Maintain Health & Safety documentation ensuring it is up to date (risk assessments, COSHH, LOLER, PAT testing, fire safety).
Maintain reporting schedules for vehicles, H&S actions and compliance events.
Record training and toolbox talk attendance and maintain records.
Log requested works and complaints, issue job numbers and generate work tickets.  Track chargeable works monthly and support income monitoring
Provide monthly KPI and activity updates.
Use Confirm or other systems for job tracking and reporting.
Update play equipment records and provide safety information.
Support accurate completion of paper and digital forms, maintain document control including version control and confidentiality.
Ensure compliance with council policies and report concerns promptly.
Undertake training and perform duties appropriate to the grade as required.

Business Continuity 
· Play a pivotal role in business continuity planning and should the need arise assist in ensuring business recovery of key service provision in a 24-hour window.
· Health and Safety
Comply with all Health and safety legislation for your area of work, ensuring that risks are identified, managed and monitored as required.



	

Dimensions of the role

	Deliver administrative support  to the  grounds maintenance service
Provide excellent customer service.
Support stock ordering, sports bookings, invoicing, record and asset management.

	
Areas of Accountability/Problem Solving – Decision Making / Scope for Impact

	Accountable for accuracy and quality of data and reports.
Responsible for monthly monitoring and document control.
Decide what information is included in records and reports.
Support customer care and report issues or defects promptly.
Provide administrative support to managers and supervisors.

	Planning/Organising/Controlling

	· Support and develop administrative processes.
· Plan and gather data for reporting.
· Follow defined work procedures and reporting structures.
· Lead administrative tasks through to resolution.
· Manage work records to support operational delivery.

	Customers and Contacts

	Internal
Operatives, supervisors, office administration, Grounds Service Manager
External
Residents, Sports Clubs, housing tenants, councilors

	Service/Team Structure

	


















PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria marked as A, A/C or A/I within their application form to be shortlisted for this role.

	
	Person Specification

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualification/ Education / Training / Experience
	GSCE’s inc. English/Maths or equivalent 

	A/C
	Knowledge of grounds maintenance, landscaping, or horticultural work 
	A/I

	
	Competent in using MS office products, excel, word and related software
	A/I
	Administration qualifications – NVQ Business administration
	A/C

	
	
	
	Report writing, use of KPI’s, organisational skills
	A/I

	Knowledge /Technical Skills

	Extensive administration experience and ability to solve problem problems, develop and implement admin solution’s
	A/I
	Knowledge of health and safety practices
	A/I

	
	Ability to manage calendars, arrange meetings, prioritise tasks
	A/I
	
	

	
	Problem solving and adaptability
	A/I
	
	

	Communication

	Able to communicate clearly with fellow colleagues, supervisors, and the public
	A/I
	
	

	
	Excellent communication- verbal and written
	A/I
	
	

	Customer Service

	Understanding of and commitment to promoting equality and diversity in service delivery and employment
	I
	Awareness of Safeguarding
	A/I

	
	Commitment to an excellent customer service
	A/I
	
	

	Team Working
	Ability to support and work as part of a team or independently with minimal supervision
	A/I
	
	

	Managing self and others

	Ability to deliver on time and to expected standards
	A/I
	
	

	
	Ability to help and assist others in their work
	A/I
	
	

	Can do approach 
	Flexible, can-do attitude, reliable and honest
	A/I
	
	

	
	Self starter
	A/I
	
	

	ADDITIONAL SPECIFIC REQUIREMENTS FOR THIS POST
	Punctual and reliable 
	A/I
	Full and valid driving license
	A/C

	
	
	
	
	



How assessed:

A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment


Disclosure and Barring Service Check
Due to the nature of the work, this post involves a check on an individual’s criminal background. The check is carried out through the Disclosure and Barring Service (DBS, previously CRB). Any offer of employment will be subject to receiving satisfactory clearance from the Disclosure and Barring Service.

	For Official Use only

	Job title:
	Grounds Service Administrator
	Post no:
	

	Service:
	Environmental Services
	JE score:
	

	Team:
	Grounds Maintenance Services (P&C)
	Pay band:
	

	Location:
	Bourne Mill Depot,
Farnham 
Surrey GU9 9PS
	Position type:
(if part time, working pattern)
	Full time
40 Hours/ Five day week


	Competencies:
(level 1 – 4)
	Communication:
	1
	

	
	Customer Service:
	1
	

	
	Team Working:
	1
	

	
	Managing Self and Others:
	1
	

	
	Can do approach/Results:
	1
	


	Reviewed By:
	
	Date:
	

	Checked in:
	HR 
	Date:
	

	Last Updated:
	Add date
	Date:
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