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JOB DESCRIPTION 
	


	Department:


	Environment

	Division/Section:


	Housing Services - Property, Capital & Asset Management

	Job Title:


	Senior Business Support Assistant (Compliance)

	Responsible to:


	Compliance Officer (Gas & Energy)

	Grade:


	5

	Date Revised:


	10 March 2021

	Purpose of the Role:


	The post of Senior Business Support Assistant will provide efficient and effective administrative and technical support to the Property, Capital and Asset Management Team of Housing Services. The post will work, primarily, within the Compliance function, liaising with internal and external teams and contractors in the course of executing the role. This includes, but not limited to, monitoring gas servicing programme, gas installations and / or capital works and additional works in respect of the gas servicing. The expectation of the post, however, will be to support wider across the Property, Capital and Asset Management & Compliance functions.


	Responsibilities 
· To assist Compliance Officers in monitoring various aspects of the property maintenance repairs works, void works, small projects, capital works and additional works in relations to statutory and health and safety compliance

· To assist in ensuring that the Council fulfils its statutory and legal responsibilities as landlord in relation to all aspects of gas safety; electrical safety checks; asbestos and legionella compliance related works 

· To upload all records and certificates in relation to gas safety checks; electrical safety checks; asbestos and legionella records / information onto the service computer systems and keep updating the systems with annual or periodical safety check information

· To schedule, allocate and check duties of Business Support Teams and be able to deal with problems using own initiative.

· To raise works order instructions on relevant systems, as and when required to contractors

· Support Compliance Officers by updating tenants on appointments and changes relating to surveys, inspections or planned works by contractors

· To assist the compliance team in updating tenants and sometimes, owners’ service requests/enquiries, with the view of getting required information from Compliance and Maintenance Officers, or other officers within the team. 

· Support the service’s financial processes and systems by:

· Processing purchase orders

· Ensuring goods are delivered

· Processing or generating invoices

· Making payments (e.g. petty cash and bacs)

· Updating systems and monitoring budget spend

· Co-ordinating stationery orders

· Making transport and travel arrangements as required

· To provide comprehensive business support to services including, but not limited to:

· Managing correspondence, preparing documents such as letters, agendas and meeting papers

· Oversee and manage oncoming and outgoing mail for the team and wider service

· Arrange meetings and minute-taking

· Deal with customers enquiries via telephone, face-to-face and online enquiries

· To process bookings, referrals & manage applications for council services, resolving problems using own initiative, guided by a defined set of procedures and eligibility criteria where applicable

· Utilise document management and storage filing systems to ensure confidential and sensitive records are created and stored effectively and that appropriately

· To update the council intranet and internet as appropriate and to keep abreast of organisational changes in relation to the service.

· To use a range of ICT applications and systems, to:

· produce reports and statistical returns for relevant staff

· organise and maintain general housekeeping with regards data and records on ICT systems, in line with data security and retention guidelines 

· research and provide data with respect to any investigations

· To provide support, guidance and mentor staff within the wider business support function of the service

· To support service continuity and cover, the post-holder may be asked to work within and across different areas of the service 

· May be asked to work evenings, weekends or public holidays, however, notice would be given
General

· To ensure the implementation of the council’s health and safety policies and the compliance with all statutory requirements to ensure the health, safety and welfare of employees, the general public and others

· Support the wider transformation and change programmes of work within the service and contribute towards continually improving how things are done, embracing digital transformation and new ways of working

· To take personal responsibility for the good use of the council’s resources appropriate to the job level and work area

· Contribute towards ensuring that council policies, statutes and government legislation are upheld within their service

· To take responsibility for the development and implementation of their own personal development plan and own continued professional development in those areas relevant to the role within the Council.

· Deputise for the post of Compliance Officer (Gas & Energy), as required

· To undertake other duties from time to time which are not specified above, which are commensurate to the grade and under the direction of the post’s line manager or other members of the Senior Management Team

NOTE: This Job Description is a broad outline only of the duties of the post. Revision to these may take place from time to time
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PERSON SPECIFICATION 

	


	POST OF:
	SENIOR BUSINESS SUPPORT ASSISTANT (COMPLIANCE)


	DEPARTMENT:
	Environment

	GRADE: 
	5
	SERVICE:
	HOUSING SERVICES

	ATTRIBUTES
	ESSENTIAL


	DESIRABLE



	PROFESSIONAL / EDUCATIONAL QUALIFICATIONS OR EQUIVALENT WORK EXPERIENCE 

	Educated to Standard Grade level 

	SVQ Level II Business Administration or equivalent 

Relevant Housing Qualification

	RELEVANT WORK / OTHER EXPERIENCE / SKILLS
	Experience and understanding of: 

· Data management within a housing setting e.g. housing maintenance or repairs

· Working with and developing relationships with internal and external contractors 

· Experience and knowledge of statutory compliance and legislation in relation to gas, electrical safety, asbestos and legionella compliance

Experience of coordinating tasks and managing business support processes

Experience of working within a business support and administrative environment
Experience of dealing with members of the public face to face and over the telephone on challenging issues

Experience of operating housing management software or similar systems

Excellent time management skills

Ability to work to tight deadlines

Ability to produce reports / statistical returns
Excellent financial and budgetary monitoring skills
Excellent written and verbal communication skills

Ability to utilise Microsoft Office applications e.g. Word, Excel, Powerpoint

Ability to work with the end in mind, understanding problems and being able to develop solutions to achieve positive outcomes

Excellent interpersonal skills

	Good general knowledge and experience of the Housing service


	PERSONAL QUALITIES / BEHAVIOURS 

	Has the customer in mind in the pursuit of positive outcomes

Uses own initiative to seek guidance and / or assistance if goals or deadlines threatened

Works effectively as part of a team and supports colleagues where needed

Able to communicate well, interact well with public, be diplomatic and assertive, and deal with owners who may become emotional, angry or frustrated.

Must be able to work to own initiative, and with little supervision
A high level of reliability and personal integrity
Remains calm under pressure

	

	ADDITIONAL JOB REQUIREMENTS 


	Occasional working out-with core hours 
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