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COMMUNITY OPERATIONS

JOB DESCRIPTION


POST TITLE:			Data Co-ordinator

GRADE:				Band 4

MANAGER RESPONSIBLE TO:	Asset Manager


Overall Objectives of the Post:

To provide an effective and efficient administration service and operational support to the Asset Management Team.  To co-ordinate data and update records on Assets as required and ensure their effective management.  To ensure data accuracy is key to the success of all Asset Management processes.


Key Tasks of the Post:

1. You will achieve these objectives by:
· Contributing towards providing a service to all delivery partners, informing them of any Asset or Asbestos issues prior to and during programmes of work.
· Ensuring that all sources of information are co-ordinated and recorded in relevant systems to contribute towards current and future asset management planning.
· Contributing to the management of the various IT systems which contribute towards Asset Management and service delivery to customers and ensure integrity of all data.
· Recording results of stock condition and asset or refurbishment surveys as directed.
· Recording results of surveys of known ACM’s as required.
· Offering initial advice over the telephone to all stakeholders.
· Delivering the service in accordance with performance targets established by the section, and contributing to the development of these targets.

2. You will be responsible for contributing to a great team.  You will:
· Work as part of the Directorate team helping and supporting all colleagues in the delivery of excellent services. 
· Be responsible for keeping Managers and colleagues well informed so that work is co-ordinated across the service.
· Develop professional relationships and share good practice with colleagues, Managers and Members to aid communication and consistency.
· Comply with the organisation’s commitment to Equality and Diversity in the delivery of all services. 



3. You will be responsible for making a corporate contribution.  You will:
· Understand and contribute towards the Corporate Strategies and priorities of South Tyneside Council. 
· Contribute towards ensuring that all operational activity and resources are geared towards delivering a Value for Money service.
· Be aware of and work within the budgets available.
· Participate and contribute with a view to ensuring the organisations commitment to continuous improvements.


All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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