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Job Description and Person Specification Profile

	Job Title   Technical Support Officer
	

	Job ID
	

	Service Estates
	

	Grade E
	

	Reporting to Alistair Russell
	



	The Role

	Assist in the delivery of a corporate property management service and implementation of successful property acquisitions and disposals by  the Council by providing professional business and administrative support to the Strategic Property Service.
Main Duties and Responsibilities include:

· Provide administrative and business support to the Strategic Property Service.
· Engage with internal and external stakeholders to ensure effective management of the portfolio.
· Engage with members of the public in accordance with corporate procedures.
· To attend meetings as a representative of Strategic Property Services when required.
· To produce reports as required.
· To operate the Council’s financial information systems and be responsible for paying invoices and raising purchase orders that relate to the service.
· To record and monitor all work in progress, using appropriate systems, and provide any required statistical information.
· To keep accurate computerised records of the Council’s property portfolio and all property transactions undertaken by the team
· To prepare reports in relation to budget monitoring.
· Work in line with corporate data standards.
· Work within the requirements of Data Protection Principles.
· Work within the requirements of the Council’s Equal Opportunities Policy.
· Assist with the implementation of a new property management system.
· The duties may vary from time to time without changing the nature of the post or the level of responsibility, and the post holder may also be required to carry out any other duties appropriate to the grading of the post.














	About You

	Your essential qualifications

· 5 GCSE A –C 4-9 : to include Maths and English
Your essential skills, knowledge and experience

· Excellent interpersonal skills - Ability to communicate effectively with people at all levels and from other organisations

· Excellent written skills –to construct reports and/or briefing notes

· Excellent computer skills and experience of using Microsoft Office suite.

· Self-motivation, organisational skills, and the drive and ability to solve problems

· Ability to research information on own initiative.

· Willingness to take responsibility for own work and development

· Commitment to the principles of customer service

· Commitment to the principles underpinning equality and democracy

· Knowledge and understanding of automated financial management systems such as Agresso

· Experience of raising Purchase Orders, paying and coding invoices and setting up new suppliers

· Experience of setting and managing budgets for various purposes, including rental income and expenditure and income generated from capital receipts.

· Experience of maintaining a case management system including time management for the team

· Maintaining accurate property records for the Council’s property portfolio

· Knowledge of Geographical Information systems



· Experience of implementation of a new property management system

· Flexible and willing to work to meet the needs of the team in periods of high workload.



If you have the following experience or qualifications – then that’s great!

· Background in providing administration support for a team
· Experience of working with financial management systems





Our employees’ skills, experience and knowledge are essential to our success along with their happiness, commitment, enthusiasm and motivation to be the best they can be.

	What can you expect from us?
· A fair salary and benefits
· Opportunities for good health and wellbeing
· Help you to grow, develop and to do your best
· Enable you to be creative and innovative
· Fully involve you in changes that affect you and your work
· Listen, and act on your ideas and feedback
Working together, we are proud to work for Tameside



Our STRIVE values underpin our practice and behaviours and are at the heart of everything that we do:
[image: A colorful puzzle with text

Description automatically generated]
1

3
image1.jpg
We work in a supportive
environment and actively
encourage supporting each other
to bring about innovation,
improvement and sustainability.
Good health and wellbeing is
important to all of us.

We relate
to others in
ways that we
want others to
understand and
relate to us. The
behaviour that we
model sets what
we expect.
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