

	Competency Based Job Profile (Aug 2021)



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Place
	SERVICE GROUP: Waste Services

	POST TITLE: 

Office Manager 
	REPORTS TO:  

Head of Waste & Fleet

	GRADE: SO1
	SAP POSITION NUMBER : 50084986


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.

For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post: 

	1. To ensure the provision of a high quality and professional Office Manager service to the Assistant Director and Senior Management Team across Waste, Fleet and Street Cleansing Services.

2. To manage responses to Freedom of Information (FOI) requests, complaints and service delivery queries, in line with legislation, timescales and internal procedures.

3. To be the Deputy Building Custodian for both Harris St and Stockbridge 

Waste Depots with responsibility for co-ordinating and project managing all department works and monitoring expenditure against budget. 



	Main Responsibilities of Post: 

	1. To ensure the provision of a high quality, professional Office/Depot Management service to the Service.

2. To manage various databases and compliance with GDPR, Health & Safety and staff training, in regard to work locations and practices across the Service.

3. Collate and manage responses to FOI requests and complaints across the Service.

4. Maintain accurate records of actions taken in accordance with departmental procedures and guidance including the effective use of information and communication technology. 

5. Update records both on manual and electronic systems as required, inputting, retrieving data and the preparation of complex statistical reports.

6. To manage visitors and contractors, ensuring access and egress of site is logged and relevant identity checks are in place.

7. Responsible for arranging depot maintenance, security and repairs.

8. To audit and monitor IT equipment, IT arrangements, ID cards etc. for new users, leavers etc. as part of the data security and asset register.

9. Produce annual training report for HR and manage the training budget for the service, including forecasting and monitoring spend against budgets.

10. Responsible for the overall administrative functions/operations of the Services, inclusive of arranging meetings, hearings, taking notes and producing agendas and minutes.

11. Responsible for the recruitment of staff on behalf of operational managers across the service.

12. Attend meetings as required, on behalf of the Head of Service and Assistant Director.

13. Raise Purchase Requisitions/Orders to suppliers for stationary, PPE, training and maintenance/repairs and receipt deliveries of procured goods, works and services for the service as necessary.

14. Manage sickness and holiday data on behalf of operational managers to assist with covering daily operations and absence management.

15. Provide cover for the Elected Member Contact service in relation to waste collection and street cleansing queries/concerns.



	Structure:
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	Special Knowledge Requirement. Will be used for shortlisting.

	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the postholder is required to meet  the Lower threshold level.

You should be able to demonstrate that you can use a wide range of simple words and a standard English sentence structure to express and maintain a flowing conversation even though you pause to think of the correct words with the ability to express and make yourself understood (this will also be tested during the interview).


	X

	Uses knowledge of Health, Safety and Environmental policies, procedures and regulations including risks in own area of

work
	

	Uses a range of complex IT packages relating to area of work to be the IT Co-ordinator for the Service, auditing, procuring and monitoring IT equipment ensuring the Service is GDPR compliant.
	X

	Ability to assess and arrange depot maintenance and repairs such as walls, parking areas, electrics, windows, doors, CCTV and fire systems.
	X

	Carries out a variety of working practices, applies complex regulations, rules, procedures and processes across a technical /specialist area
	

	Able to provide ICT support to colleagues, arranging new and return equipment and access.
	X

	Knows and understands how to use, interpret, handle and communicate, often complex and detailed information, and relay it to service users/stakeholders in writing and/or over the telephone / face to face.
	

	Demonstrates a high level of numeracy, literacy and accuracy across a range of activities, including note-taking and arranging agendas/minutes.
	X

	Completes recruitment campaigns from creating job specifications to holding interviews and managing the onboarding of staff.
	X

	Relevant experience requirement: Will be used for shortlisting


	Experience of clerical/administrative Management to include the provision of financial and staff management information via electronic systems

	Experience of building and depot maintenance/repair requirements and processes.

	Experience of GDPR compliance

	

	Relevant professional qualifications requirement: Will be used for shortlisting


	 NVQ Level 3 or equivalent in a relevant subject 

	

	

	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 

 

	Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions. 

	Based at Harris Street Depot, Bradford but may be required to travel to depots around the district as required.

	Monday to Friday 37 hours with flexible working between 7am and 5pm.

	Hybrid working possible but must be office-based on Monday, Tuesday and Thursday as a minimum. 

	Special Conditions: 

	Driving Licence and use of a car is essential

	Compiled by: 

Richard Galthen
Date: 12/03/2025
	Grade Assessment Date:


	Post Grade:

SO1


Head of Waste & Fleet





Office Manager 








Version 5 | Dated August 2021| Created by IJ | Job Profile 

