
CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE
	DEPARTMENT:  REGENERATION & CULTURE
	SERVICE GROUP:   Planning, Transportation & Highways

	POST TITLE: SUPPORT ASSISTANT
	REPORTS TO: 5th Tier Manager of Development Services

	GRADE: Band 4/6  
	POST REFERENCE (SAP)/ VACANCY CONTROL NUMBER : 


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 following points should be noted:

1 Whilst every endeavour has been made to outline the main duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Broad headings, therefore, may have been used below, in which case all the usual associated routines are naturally included in the job profile.

2 Employees should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform and these will be taken into account when the post is reviewed.

3 Bradford is an Equal Opportunities Employer and requires its employees to comply with all current equality policies both in terms of equal opportunity for employment and access to the Council Services.

4 The Council is committed, where possible, to making any necessary reasonable adjustments to the job role and the working environment that would enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

	Key Purpose of Post: 


	· The post holder will assist in the provision of a flexible, proficient and constructive clerical, administrative and reception service dealing with generic and service specific duties.

· To undertake a range of generic and service specific tasks for the different teams within the planning service as detailed below.




	Main Responsibilities of Post: 



	To provide a wide range of administrative functions to Officers/Managers to include:

· To maintain filing systems, information systems and to retrieve and disseminate information as appropriate to the needs of the service.

· General clerical assistance

· Reception and telephonist responsibility, taking and distributing messages and answering routine enquiries;
· Maintaining financial information systems and making payments in line with internal and external Audit standards.  
· Liaison with other parts of the Department/Section re payments.  

· Word processing, audio and copy typing services.
· Processing of orders and invoices ensuring they are completed, and commitments recorded in the correct manner.

· Responding to routine letters and emails.
· Maintenance and updating of distribution lists. 

· Arrange team meetings and meetings on behalf of staff, including co-ordination of diaries and arrangements for meeting rooms. 

· Assist with the arrangements of events / conferences.  

· Make travel arrangements. 
· Prepare information to help place orders for materials, stationery and other items and check delivery notes and invoices, as required.
· Assist in the distribution of information and publications within and outside the Council, including the updating of mailing lists.
· Handle cash, operate a till and accurately record receipts and payments.
· To undertake calculations as appropriate to service need.

TECHNICAL DUTIES 
· To register applications, maintain files and records of dangerous structures/demolition work/means of escape and sports grounds work including monitoring none started applications and remove from the filing system those applications that are at least three years old.

· To ensure that Land Charge Search Forms are completed and returned within the prescribed period and administer personal search enquiries.
· To undertake the administrative work to process and validate all types of planning applications.
· To undertake the administrative work for the Planning Panel.
When progressing between the bands, additional responsibilities/duties will include:
· Dealing with less routine enquiries

· Decisions will be frequent, using some judgement but within established procedures and guidelines

· May give guidance and support to less experienced staff

· Able to diffuse potentially harmful situations and support colleagues in dealing with difficult situations and intervene as necessary.
In addition to the above, please see the Technical Administration Competence Based Career Progression document.

Generic Duties 

To demonstrate a commitment to carry out duties in the best interests of Development Services, its customers, staff and other users, adopting the highest standards of customer care.

To act in accordance with Data Protection Act principles and maintain confidentiality at all times. 

To participate in in-service training and other training programmes as required, and maintain personal and professional development in order to meet the changing demands of the post.

To undertake any other duties commensurate with the grade and overall level of the post.

	Job Dimensions: 

· Responsible to a 5th Tier Manager of Development Services from whom they will receive formal supervision.  
· To work flexible across all service areas.
· Work will be allocated by the department in which the postholder is based.  Much of the work is self-generating and the postholder will be expected to work within established procedures and guidelines and to prioritise day to day work, referring some queries to their supervisor.  In the absence of the team leader, the postholder is expected to liaise with other colleagues to ensure continuation of essential services.

Responsible for Assets, Materials, etc:


· Electronic and manual information and office materials needed to carry out the duties.

· Confidential information.


	If this post has decision making responsibility outline its extent: 

The post holder will make some decisions using some judgement but within established procedures and guidelines, regarding workload and priorities.

Will give advice and information to enquirers and where necessary liaise with other Officers and redirect enquiries appropriately.



	Routine Communications: 

The postholder will communicate verbally and in writing with a wide range of people, for example:

· Members of the public;

· Staff across the Council at all levels.

· Council partners, government departments and other public sector organisations and external agencies.

The nature of the contact will, generally, be to provide information. 



	Structure:
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	Core Employee Competencies:



	Number
	Skill /Competency


	EPF1
	Treats others with respect and fairness, showing genuine concern

	EPF5
	Seeks help and acknowledges mistakes appropriately

	ESD1
	Acts in accordance with the Council’s vision, values and priorities

	ESD2
	Treats people in ways which ensures fair access to services

	EPCF1
	Acts with courtesy and professionalism at all times 

	EPCF4
	Is trusted and respected by others

	EPCF5
	Is a positive representative of the council

	ET&PW3
	Communicates openly, honestly and effectively

	ET&PW4
	Is reliable and keeps promises


	EAR1
	Works effectively and to deadlines

	EAR3
	Is committed to continuous improvement

	EAR4
	Understands own contribution to service outcomes

	EAR5
	Consistently performs well 


	ECI&I2
	Thinks creatively to help solve problems


	Main Technical Skills/Competencies: 



	Number 
	Skill /Competency 

	A3
	Must be accurate, and able to demonstrate good numeracy & literacy skills.

	BUS1
	Able to operate a range of office equipment e.g. telephone, photocopier, fax etc.                                                                                                                   

	BUS2
	Able to implement, maintain and manage accurate information retention systems both manual and computerised.                                                        

	BUS3
	Completes clerical and administrative work with accuracy and attention to detail                                                                                                                

	BUS6
	Able to effectively use key IT packages as recognised by Bradford Council  

	BUS7
	Able to manage diaries to ensure smooth delivery of service                         

	BUS8
	Able to deal with internal and external customers both face to face and over the telephone                                                                                                    

	CUS4
	Able to work flexibly to accommodate the needs of the service.                    

	CUS10
	Able to confidentially handle, count and reconcile large sums of coinage and notes.                                                                                                               

	ED5
	Able to communicate sensitively and in an appropriate manner which considers the diverse needs of our communities.                                           

	HRG15
	Able to interpret and present data gathered in a meaningful format                

	SF22
	Resolve customer service problems                                                                

	Management Competencies:


	Number 
	Skill /Competency 

	
	

	Working Conditions:

Occasional requirement to work evenings, weekends and bank holidays as required by the needs of the service.  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.   


	Special Conditions: 
The following checks may need to be carried out as part of the 
recruitment process e.g. CRB, Warner Process, Occupational Health Check, 

any other special conditions.  Must be legally required to work in the UK. 



	The three boxes below are only required to be completed for grading information

purposes

	Education/Qualifications: 

L2

NVQ Level 2 or equivalent


	Experience: 

General office experience including reception and typing/word processing experience.

Experience of using computerised databases and spreadsheets.


	Compiled by:

CME

19 February 2014

Originally by LK/FSM
10 October 2011
	Grade Assessment Date:


	Post Grade:

Band 4/6


Development Services Manager








5th Tier Manager of Development Services








Support Assistant









