
Job Description                                                          
	Post Title

	Hub Assistant 

	Job Evaluation

	N912290


	Grade

	6

	Service

	Neighbourhood and Environment  

	Service Area

	Highway Services 

	Reporting to

	The post holder will report to the Hub Manager. 

	Location

	Your normal place of work is Meadowfield, but you may be required to work at any Council workplace within County Durham

	Disclosure and Barring Service (DBS)

	This post is not subject to a disclosure.

	Flexitime

	This post is eligible for flexitime

	Politically restricted

	This post is not designated as a politically restricted post in accordance with the requirements of Section 1(5) of the Local Government and Housing Act 1989 and by regulations made from time to time by the Secretary of State



Description of role
The post holder will support the HUB Manager and Highway Superintendents in achieving timely reporting for reactive and programmed operational activities.

Carries out tasks within the scope of the role with increasing independence, requiring only periodic supervision. Demonstrates sound understanding of procedures and begins to contribute to problem-solving. Expected to manage straightforward issues and escalate complex matters appropriately. 
Progression through the grades is subject to performance review and qualification

Duties and Responsibilities
Key Responsibilities 
· Assist Hub Manager in processing service requests from CRM and direct highway-related requests to operational managers. 
· Monitor service requests and assist in closing completed requests. 
· Understand Highway Inspectors maintenance manual and inspection rota. 
· Support maintenance/construction managers and teams with programme/activity assistance. 
· Prepare data for periodic reviews with the Hub Manager. 
· Assist in preparing Hub Key Performance Indicators. 
· Collate and publish data related to operational activity and traffic management. 

General Duties 
· Undertake other duties as allocated, consistent with the post grading. 
· Maintain positive relationships with stakeholders to support effective H&S service. 
· Perform duties within the scope of responsibility and competence as directed by the Hub Manager. 

Required Skills 
· IT Proficiency: Comfortable using Microsoft Office (especially Excel and Project), and other data management systems. 
· Organisation: Able to manage multiple tasks and maintain accurate records. 
· Communication: Clear written and verbal communication skills for liaising with colleagues and stakeholders. 
· Teamwork: Works well within a team and supports others to meet shared goals. 
· Attention to Detail: Ensures accuracy in data entry, reporting, and scheduling. 
· Time Management: Capable of working to deadlines and prioritising tasks effectively. 
· Adaptability: Willingness to learn and take on new tasks as needed. 


Organisational Responsibilities
Values and behaviours
To demonstrate and be a role model for the council’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the services we provide.

Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative and empowered. Understand the operational impact of transformational change and service design principles to support new ways of working and to meet customer needs.

Communication
To communicate effectively with our customers, managers, peers and partners and to work collaboratively to provide the best possible public service. Communication between teams, services and partner organisations is imperative in providing the best possible service to our public.

Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the council’s Health and Safety policy and procedures. 

Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
 
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the council’s policies and procedures in relation to data protection and security of information.

Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the council’s Performance and Development Review processes to ensure continuous learning and improvement and to increase organisational performance.

Quality assurance (for applicable posts)
To set, monitor and evaluate standards at individual, team and service level so that the highest standards of service are delivered and maintained. Use data, where appropriate, to enhance the quality of service provision and support decision making processes.

Management and leadership (for applicable posts)
To provide vision and leadership to inspire and empower all employees so they can reach their full potential and contribute to the council’s values and behaviours. Managers and leaders must engage in personal development to ensure they are equipped to lead transformational change; always searching for better ways to do things differently to meet organisational changes and service priorities.

Financial management (for applicable posts)
To manage a designated budget, ensuring that the service achieves value for money in all circumstances through the monitoring of expenditure and the early identification of any financial irregularity.

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by your manager.
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Person Specification

	Attributes
	Essential
	Desirable

	Qualifications





	
· Four GCSE’s (Grades A* to C) including English, Maths and a Science 
	
· NVQ3 in Business Administration or equivalent 
· Management System Internal Auditor

	Experience






	
· Understanding of Highway Safety Inspection Manual and Inspection Rota
· Knowledge of current defect hierarchy and intervention levels 
· Experience in performance driven environments
· Working in a busy and customer focused environment
· Experience in a highways or local authority environment
· Understanding Council Procedures 
· Experience and understanding of street works or highway maintenance 
· Knowledge / experience of Asset Management Systems

	


	Skills and Knowledge 






	
· Effective written and verbal communication skills.
· Organised and able to manage time well
· Able to work independently and in a team and manage multiple tasks
· Strong communication and interpersonal skills 
· Good data entry and IT skills
· Committed to quality and customer service
· Knowledge of construction processes
· Ability to think clearly and creatively
· Working knowledge of Asset Management Database IT systems
· Ability to undertake audits
	
· Strong analytical and decision making skills 
· Ability to prepare and present reports
· Knowledge of Quality Management Systems
· Knowledge of permit systems and traffic management processes 
· Understanding of Health and Safety Legislation




	Personal Qualities






	
· Motivated and enthusiastic self-starter 
· Team orientated 
· Flexible approach to work and eager to learn
· Commitment to Health and Safety 
· Commitment to own continuous professional development, evidence of CPD 
 


	
· Ability to manage your own workload and work to tight deadlines 
· Results orientated 

	Special Requirements 
	· Access to a car or means of mobility support (if driving then must have a
· May be required to work outside normal hours
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