Job Description – Technical Assistant
Service

Environmental Services 
Post Objectives
Support Environmental Services Managers and other Environmental Services staff in administration of the service. 

Maintain and monitor records and processing of documents. Produce data and statistical information as appropriate. Develop & maintain systems to improve job monitoring. 
Responsible to       
Environmental Services Managers / 
Workgroup Manager





Risk Manager
Main Duties & Responsibilities
1. Organise and manage processes and systems within the office, ensuring all administration matters and correspondence (telephone, mail and electronic) are effectively dealt with, including the co-ordination of internal / external meetings and the preparation and distribution of minutes.

2. Prepare and process regular valuations/ statistics (from schemes / works / ongoing contracts), and assist in the preparation of engineering details (including preparation of claims / payments / invoices for all works undertaken). 
3. Maintain manual and electronic records of all highway related works (e.g. to enable effective management of works / progress chasing etc., advising status to managers as appropriate 
4. Assist in the preparation / analysis of any associated works / contracts / procurement documentation for all work areas, under the direction of the Senior Engineers / Environmental Services Managers./ Risk Manager or their nominated staff. 


5. Establish organise and maintain training records and / or associated Health and Safety documentation (e.g. Risk assessments), ensuring all records are regularly updated. Organise relevant courses / external training as appropriate.
6. Liaise with all external agencies / companies and Service units within Environmental Services to provide help and advice on related matters or issue licenses for works on the highway as appropriate.
7. Undertake site visits to collect basic work / audit information as directed by the Senior Engineers / Environmental Services Managers./ Risk Manager.
8. Such other duties as reasonably correspond to the general character of the post and are commensurate with its general level of responsibility.
9. The job holder must carry out his / her duties with full regard to the Council’s Equal Opportunities Policy.
Person Specification

1. Education Standard and Qualifications




   Category
· BTEC National (Admin) or equivalent




D

· GCSE Maths and English (Grade C and above) or equivalent

E

· Nationally recognised Economic/Financial Qualifications


D

· Evidence of continuous learning/development



E

2. Key Experience

· Minimum 3 years experience of working in an administrative position
E
· Experience of monitoring statistical/financial analysis


E
3. Skills

· Excellent communication skills, verbally and in writing.


E
· Strong interpersonal and influencing skills




E
· Ability to use a variety of Information Technology systems, including
mapping, third party operational systems and PC Office Software

E

· Ability to produce, present and interpret statistical information

E

· Skilled in social media presentation and use




E

4. Key Knowledge

· Awareness of the business of Environmental Services


E
· Awareness of the operation of Service  Units as trading organisations
E

· Knowledge of individual and organisational behaviour


D
5. Personal Qualities

· Develop and maintains good working relationships and
partnerships.








E

· Methodical and well organised





E
· Responsible and trustworthy






E
· Ability to identify work priorities and act upon/delegate
as appropriate








E

· Receptive to new ideas, willing to changes in working methods

and arrangements.

· Hold a full, clean UK driving licence.





E

For information
E – Essential

D – Desirable

