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JOB DESCRIPTION
	Post Title:  Grounds Maintenance Business Support Officer

	Department: Operations 
	Establishment/Post No: 

	Division/Section: Streetscene
	Post Grade: 7

	Location: Bury Cemetery / Bradley Fold Depots 
	Post Hours: 37 hours – flexible working scheme  

	Special Conditions of Service:  
· 

	Purpose and Objectives of Post:
· To support the effective delivery of the Streetscene – Greenspaces & Pest Control Service through:
1. The provision of admin support for Horticulture, Grounds Maintenance and other initiatives relevant to the service.
2. Assistance with development work.
3. Ensuring office procedures are fully implemented.
4. Providing a quality, cost effective clerical and administrative service to the Streetscene & Pest Control – Greenspaces Service.
· Support all other business support staff across Engineering & Streetscene as and when required.

	Accountable to: Service Manager - Greenspaces

	Immediately Responsible to: Senior Arboriculture & Sports Pitch Officer

	Immediately Responsible for: None

	Relationships: (Internal and External)
Internal:
All Place Services Employees and other employees of the Authority 
Premises Managers and Responsible Persons
Representatives of Client Departments
Councillors and MPs
External:
Representatives of contractors and suppliers
Statutory Organisations
Health & Safety Executive
Members of the Public

	Control of Resources: 
Premises: Responsibility customer relationships, supplier management.
Financial:  None.  
Personnel: None.
Equipment: Normal Office Equipment and any IT equipment allocated to the postholder.
Health & Safety: Health, safety and welfare of building users/on-site contractors.

	Duties/Responsibilities:
1. To work closely with Grounds Maintenance team with a range of administrative duties including: 
· Processing and co-ordinating orders and invoices using Unit 4/Agresso ordering system, contacting suppliers where necessary.
· Processing timesheets and flexi-time sheets.
· Organising the technical library.
· Logging, recording and monitoring complaints and enquiries using relevant systems such as Caseworks, FOI’s, DASH etc.
· Retrieving, collating and co-ordinating information for press releases.
· Monitoring customer feedback.
· Opening and recording of tenders.
· Processing claims for petty cash and maintaining the petty cash float.
· Insurance claims
· Scoring and recording play area inspections
· Maintaining/Developing the services income workbook 
2. To provide a total integrated and intelligent support service to Grounds Maintenance in such areas as complaints management, correspondence, updating and extracting computerised information.
3. To liaise with the Customer Contact Team and Grounds Maintenance staff regarding the resolution of customer enquiries and complaints including updating records in DASH/casework systems (inc FOI’s).
4. To provide support services to Grounds Maintenance Teams, in particular with electronic ordering (P2P), electronic filing (Anite@work) Yotta and associated administrative tasks.
5. To understand workflow and to challenge traditional processes and procedures based on experience of working with new electronic systems.
6. To provide advice where possible to members of the public including telephone feedback calls in relation to requests for work.
7. To carry out the updating and maintenance of electronic mapping, plans and grounds maintenance regimes using Map Info and the Grounds Manager database including the retrieval of reports for Senior officers. 
8. To disseminate knowledge of new electronic systems to other Grounds Maintenance staff (Yotta, DASH,  scanning etc).
9. To develop GIS mapping services for Grounds Maintenance.
10. To maintain confidentiality of information acquired in the course of undertaking such duties as opening tenders.
11. To manage the Parks & Countryside Customer Service email inbox on a daily basis.
12. To assist with Health & Safety issues within the service and to develop safe working practices within the immediate area of work in conjunction with the departmental safety policy.
13. To attend training courses as required and to make every effort to access development opportunities and training through your personal development plan.
14. To attend meetings for Grounds Maintenance issues.
15. To assist in consultation with members of the public and park user groups including the analysis of returned questionnaires. 
16. To maintain a database of staff training records.
17. To assist Parks & Countryside and Grounds Maintenance Officers with projects as required.
18. To update Yotta accordingly with information relating to the service.
19. To ensure that the photocopier and printers are stocked with paper and toner and to order related supplies.
20. To ensure that the administration area is kept clean, tidy and safe.
21. To deal with routine correspondence and enquiries as delegated.
22. To provide assistance with photocopying, scanning and other administrative duties.

	Health & Safety Responsibility:
· To carry out work in a manner that does not place the health and safety of yourself or others at unnecessary and/or inappropriate levels of risk.
· To fully co-operate with the Department’s and the Council’s managers in all matters relating to occupational health and safety.
· To ensure that the Department’s and the Council’s health and safety arrangements are applied.
· To report any damage to equipment and shortcomings in local arrangements to a supervisor or line manager. 
· To ensure that appropriate management or organisational representatives are informed of any apparent cases of serious or imminent danger, any situations which present a significant risk to health or safety, and any shortcomings in departmental and/or organisational arrangements.
· Whilst undertaking professional duties for the Department, ensure compliance with all issues relating to Health and Safety and CDM Regulations.
· To manage the analysis of projects in terms of risk assessment and provide advice in the compilation of Health and Safety Plans.

	Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired.  (See paragraph 203 of supplemental Conditions of Service.)
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DEPARTMENT FOR OPERATIONS
Business Support Officer
	CORE BEHAVIOURS FOR THE POST (Please tick those relevant)

	Commercial Thinking & Analysis
	ü
	Planning
	ü

	Customer Service
	ü
	Developing Self & Others
	ü

	Delivering Results
	ü
	Teams, Networking & Partnerships
	ü

	Values, Ethics & Diversity
	ü
	Adapting to Change
	ü

	Delivering a Quality Service (Continuous Improvement)
	ü
	
	



	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications / Memberships

	NVQ 3 in Business Administration or able to demonstrate equivalent experience.
	ü
	

	Knowledge & Experience

	Sufficient literacy and numeracy to be able to undertake the tasks and duties of the role.
	ü
	

	Experience of using computer packages for word-processing, spreadsheets, databases and researching information.
	ü
	

	Experience of undertaking a range of administration/ clerical tasks.
	ü
	

	Experience and ability to take minutes of meetings, where attention to detail is required.
	ü
	

	Experience of co-ordinating/supporting project work
	ü
	

	Experience of completing tasks to deadlines, re-prioritising own work if necessary
	ü
	

	Experience of completing tasks to potentially conflicting deadlines, re-prioritising own work as appropriate.
	ü
	

	Experience of following procedures and policies.
	ü
	

	Customer service skills to deliver polite, courteous and efficient service to colleagues, partners and service users.
	ü
	

	Communication skills to exchange varied information with a range of audiences.
	ü
	

	Use analytical skills and be resourceful to solve varied problems.
	ü
	

	Use initiative to respond to unexpected problems using recognised procedures and policies as a guide.
	ü
	

	Organisational skills to provide administrative support to meetings, seminars and other (large-scale) events.
	ü
	

	Team-working skills to work effectively with others and meet deadlines and goals.
	ü
	




CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS
The short-listing criteria listed plus the following:
	ASSESSMENT
METHOD
	CRITERIA

	Interview/ Assessment
	Organisational skills to work under pressure to complete tasks to potentially conflicting deadlines, without direct line management, re-prioritising own work as appropriate.

	Interview/ Assessment
	Problem solving skills to respond independently to unanticipated problems, where decisions have to be made without reference to a Line Manager.

	Interview/ Assessment
	Ability to produce clear, succinct and well-structured written work which creates a positive impact on the recipient.





2

5

image1.png
Council




