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ROLE DESCRIPTION

	Role Title
	Business
	Reports to

	Blue Badge Administrator
	Exchequer Services
	Team Leaders



PURPOSE

	To work in the team to ensure the Blue Badge Service meets its purpose to: 
· Issue the correct badge, to the right person with specified timescales
· Do things perfectly to conclusion, or if this is not possible, set it up so it can be done perfectly to conclusion as quickly as possible.
· To work within the regulations of the Blue Badge guidance set by the Department for Transport



DIMENSIONS

	Direct Reports
	Budget Responsibility

	None
	None


PRINCIPAL ACCOUNTABILITIES

	Duties 

To take action to ensure that applications for Blue Badges are processed and issued correctly in accordance with Department for Transport regulations and procedures. This includes:
· Processing Blue badge applications in a timely and accurate manner, ensuring that all related tasks are dealt with and completed in accordance with the service requirements.
· Updating Blue Badge applications with documents and payments received, maintaining computer records. 

· Producing work to a high standard showing accuracy and attention to detail.

· Dealing with emails and replying to customers in a timely manner, keeping the customer informed. 

· Contacting customers to book Independent Mobility Assessments and liaising with other medical professionals where necessary.
· Make decisions regarding the eligibility of an application for a Blue Badge according to the Department for Transport guidance.

· Resolving to conclusion telephone, face-to-face and written enquiries, from members of the public, external agencies and council employees.

· Taking action to ensure that all issues connected with the customers application are resolved in a timely manner.

· Assisting in the skills training of other staff.

· Constantly/consistently working to identify service and quality improvements within the team as well as analysing new ways to complete current tasks to both improve the quality and reduce the cost of delivery.

Note:  The above duties and responsibilities cannot define all the tasks that may be required of the post holder.  The outline duties shown may therefore vary without materially changing either the character or level of responsibility.  You may be at times expected to work outside of normal working hours.

Measures

Service Measures

· % end to end times for processing applications
· % of work done in 1 day

· % of work completed accurately and to conclusion first time 

Personal measures

Effective maintenance of the Blue Badge system should include:

Correct identification of customer requirements to ensure effective resolution of customer’s issues.

· Meeting commitments

· Assisting in creating a cooperative environment

· Challenging ourselves and others when the above is not being done

· Maintenance of effective Health & Safety processes and procedures, mitigating incidents and ensuring prompt effective reporting action as required.

· To respect confidentiality and all GDPR principles at all times.


PERSON SPECIFICATION

	Qualifications
	Essential



            

English, Maths GCSE Grade C / Grade 4 and above or equivalent qualification.  



	Knowledge / Experience
	Essential



            

· Experience of working with, understanding and meeting the needs of customers.
Desirable

· Experience in maintaining and updating office and information systems effectively.


	Technical Skills / Ability
	Essential

· Ability to communicate well 

· IT literate in Microsoft Office applications

· Understanding and ability to work to relevant procedures and policies 

· Good working knowledge of Blue Badge regulations or the ability to acquire it swiftly

· Ability to work accurately

· Positive manner of working

· Flexibility in working with all stakeholders of the service

· Customer focused 

Desirable 
· Specific knowledge and ability in the use of relevant software (e.g. BBCMS)
Disposition

· Is motivated by and enjoys helping people

· A positive attitude to change with lots of energy and drive.

· Demonstrates enthusiasm for imparting and sharing knowledge with others and helping to develop people

· Strong commitment to equality of opportunity, diversity and promoting the rights of minority and under-represented groups, in employment and via the service

· Understanding of, and desire to deliver, high quality, cost effective public services

· Able to work on own initiative and assume responsibility

· Respectful of the sensitivity of service data and able to operate with integrity and using professional judgement at all times

· Demonstrate personal qualities of honesty, integrity, reliability, impartiality and flexibility.

· To actively contribute to effective team working.

· To undertake continuous professional development and to be aware of new developments, legislation/guidance, policies and procedures as appropriate to the role.



ORGANISATIONAL COMPETENCIES 

	· Treat customers and employees with dignity and respect and promote the Council and Unity’s values.
· Be aware of and adhere to Unity’s policies and procedures with regard to health and safety, equal opportunities, emergency evacuation, data protection and security both online and in the office.




	Grade
	

	Salary Range
	£18,319 - £20,541

	Job Family
	Admin

	Contract Type
	12-month Fixed Term 


* Delete those which do not apply
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