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Job Description

	For HRU use only
	Ref: 3214


	Directorate
	Environment, Housing and Leisure

	Section/Location
	Construction Options Project

	Post Title
	Administrative Assistant – Technical 

	Permanent/Temp
	Fixed Term to October 2019

	Grade
	6

	Responsible to
	Housing Property Services and Highways Investment Manager

	Responsible for
	N/A

	Job Purpose

	To be responsible for the day-to-day management of the administration of the Construction Options Project.  This will include contributing to the planning, development and monitoring of the project and responsibility for the monitoring of the project budget in accordance with financial regulations.

The postholder may also be required to undertake some of the specialist duties highlighted.


	Job Content

	The following list is typical of the duties that the postholder will be expected to perform.  It is not necessarily exhaustive and other duties of a similar nature and level may be required from time to time.  

· To be responsible for the day-to-day organisation and provision of clerical and administrative support regarding the project or process.  

· Developing and maintaining management information systems for the project / process.  Provide detailed analysis and evaluation of data/information and produce detailed reports/information.

· Undertaking research and obtaining information to inform decisions.

· Responsible for the management and monitoring of the project budgets in accordance with financial regulations.  Handling and reconciliation of incoming and outgoing finances.  Providing timely budget reports to the project team.

· Monitoring timescales and identify any slippage against the project timeline.

· Producing and responding to complex correspondence relating to the project / process.

· To undertake word and data processing and complex IT based tasks.

The following list highlights some of the specialist duties that could be associated with a post operating at this level.  Note, it may only be necessary for employees assigned to this level to undertake some of these duties.

· To take a lead role in the planning, development, design, organisation and monitoring of support systems, procedures and policies specific to the service area.

· Operate, demonstrate and deliver training on relevant ICT software packages e.g. word processing packages, databases, spreadsheets, specialist software e.g. CAD, PRINCE2, Microsoft Project etc.  

· Responsibility for the management of complex technical administrative procedures, systems and procedures e.g. developing systems and procedures specifically in relation to planning and regulatory services, HR, Finance, Payroll etc and providing advice and guidance to a range of service users.

· Take a major role in marketing and promotion activities.

· To be responsible for the management and monitoring of service contracts.

· To be responsible for the completion and submission of complex monitoring forms, returns etc, including those to external bodies.


	Performance Standards

	· Able to work co-operatively as a team member. 

· To undertake day-to-day project work.

· To maintain regular and accurate project notes and prepare professional and accurate minutes/reports. 

· Proficient in use of ICT for record keeping and report writing.



	Working conditions

	· Based within the Construction Options Project located at Quadrant but not ‘a desk bound job’ under the direction and supervision of the Programme Office Manager.
· Flexible working hours

· May be required to work outside of normal office hours.




PERSON SPECIFICATION

	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Ability to use Microsoft Office packages to advanced standard

Ability to handle telephone complaints from members of the public

Ability to handle varied workload

Ability to take accurate notes of meetings

Deal with sensitive and confidential information.


	
	Pre interview test

Pre interview test

Interview

Interview

	Qualifications and Training
	Educated to GCSE standard

Qualification in word processing

Trained in advanced use of Excel
	
	Certificates at  interview

	Experience
	Previous administrative experience

Previous experience of dealing with customer complaints


	Previous PA experience

Experience of working in a Local Authority


	References

Interview

	Special Requirements
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