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COMMUNITY OPERATIONS
JOB DESCRIPTION

POST TITLE:


Support Officer – Asset and Property Services
GRADE:



Band 4
MANAGER RESPONSIBLE TO:
Property Services Manager
Overall Objectives of the Post:

To be responsible to the service managers for providing a high quality administrative and support service to Property Services.  To assist with the efficient and effective operation of services provided by Property Services.  
Key Tasks of the Post:

1. You will provide an effective and confidential administrative support service for the Property Service Team.  You will:
· Develop and maintain efficient, user friendly administrative, filing and electronic systems (including system housekeeping tasks).

· Organise, attend and produce accurate minutes for a range of meetings, whilst maintaining a high degree of confidentiality for all information handled.  

· Co-ordinate the collection of incoming/outgoing correspondence, ensuring urgent matters are promptly referred and dealt with.

· Raise and complete invoices and recharges when required, this also includes the raising and claiming of job tickets as appropriate.

· Book conferences, travel and accommodation as needed and arrange staff conferences and briefings when necessary.

· Arrange buffets and functions as required.

· Pursue progress on complaints, specific documents/issues and requests for information.  

· Ensure that all queries are dealt with professionally and ensure that the matter is resolved or forwarded to the relevant person. 

· Be proactive in producing and following up actions relating to decisions made and actions agreed.  

· Co-ordinate, prepare and arrange for the dispatch of agendas/reports and provide efficient word processing, minute taking and typing.  

· Intercept mail on behalf of Property Services and filter out to staff as appropriate and ensure follow up. 
· Produce documents for the Property Services Team as required including but not exclusive of; letters, memo’s, graphs etc. 

· Receive guests to the building and telephone calls on behalf of colleagues and managers in a friendly, helpful and polite manner, to give the best possible impression of the service at all times. 

· Liaise with Members, initiating good working relationships with a wide range of colleagues, internal and external partners and stakeholders to deliver excellent services. 

· Assist with implementing new procedures and administrative systems and providing a range of general advice and support as required. 

· Ensure the record and data management systems within the service are maintained to high standards to enable staff to carry out their duties effectively and ensure customers experience a high-quality service.
2. You will provide a professional administrative service to internal or external customers at all times.  You will: 

· Ensure the provision and maintenance of resources, including office supplies, to minimise waste and maintain the effective operation of the service area.  
3.  You will be responsible for contributing to a great team.  You will:
· Work as part of the Asset and Property Services Team to help and support 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. 
4.   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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