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	For HRU use only
	Ref: DBS3999


	Service Area
	Commissioning and Asset Management

	Section/Location
	Strategic Investment and Property Team

	Post Title
	Technical Admin Support Officer

	Permanent/Temp
	Secondment Opportunity for up to 18 months

	Grade
	Grade 5

	Responsible to
	Operational Manager – Commissioning & Asset Management

	Responsible for
	N/A

	Job Purpose

	To provide technical administrative support to the Asset Team by supporting the delivery of the Council’s asset management responsibilities throughout the Councils operational buildings portfolio and school buildings.


	Job Content

	Principal Accountabilities:
This role will be working within the Council’s Asset Management team to help support and deliver compliance and repairs  throughout the Councils operational buildings portfolio and school buildings  across North Tyneside. This is a key role within the team, co-ordinating work activities and acting as one of the main points of contact for customers and stakeholders. Strong working relationship with colleagues and clients will be  required. Monthly programmes for compliance inspections need to be issued, monitored and reported on monthly to comply with set Key Performance Indicator’s. All reports completed need to be uploaded with the associated remedial actions to Information Exchange (IE), the central compliance database. An in-depth knowledge on the IE  system is required to manage the information, produce bespoke reports, whilst also providing  advice and being able to support system users across North Tyneside. Appointments for site inspections need to be made, any issues gaining access will need to be resolved or escalated to the relevant people. General enquiries, requests and complaints linked to the  Asset Management service  will need to be dealt with in a professional and efficient manner. Quotes that require Asset Service approval, supporting a range of building related repair requests, will need to be reviewed and dealt with. Bespoke documents will need to be created, ensuring the needs of the service are being met as well as legislative requirements. Key tasks include:
· Manage Asset Management Service enquiries
· Issue monthly compliance work programmes. 

· Monitor progress of monthly work programmes
· Issue compliance reports to client via online compliance database (IE)

· Update information 

· Monitoring and recording Notification of Change request forms
· Diary management 

· Create bespoke documents

· Dealing with Corporate Complaints, Members Enquiries and FOI’s. 

· Undertaking site inspections (where appropriate)
· Liaise with other service departments across the Council and within Capita as the Technical Partner . 

· Co-ordinating the appointment of subcontract work as and when required
· Liaising with the schools and public buildings repairs and maintenance team within the Housing, Property & Construction service   

· Minute taking. 






For           
	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Thorough knowledge of Microsoft software.


	Business management qualifications  
	Application form, interview and references.

	Qualifications and Training
	Good general education background to include 5 GCSE’s (or equivalent) at grades at A-C (or equivalent), including Maths and English


	Asbestos Awareness Training 
	Application form, interview and references.



	Experience
	Experience of working within a local authority.

Knowledge of the borough 

Experience using Information Exchange (IE)

Experience use SHINE asbestos database. 

Experience using ArcMap software. 

Ability to work independently and as part of a team.

Good interpersonal skills.


	Experience in service contracts, procurement and administrating.


	Application form, interview and references.

References and interview.



	Special Requirements
	Good interpersonal and communication skills (both orally & written) to have the ability to work with all levels across the organisation and to interact with senior stakeholders in partner organisations. 

Confident to express new ideas

Ability to adapt to change. 

Ability to manage own workload and that of others, to prepare and present complex reports and undertake formal presentations and to use ICT.
Patient and understanding 

Trustworthy and reliable 

Lead by example;

Be open and honest;

Demonstrate respect for colleagues and a strong team working ethic;

Demonstrate a sense of pride in a job well done; and

Focus on solutions rather than problems.
	
	References and interview
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