[image: ]









Job Description and Employee Specification [Country Parks Officer]
Enterprise & Communities

	Service: 

	Enterprise and Communities

	Division:
	Community Operations


	Job Title:
	Country Parks Officer 


	Responsible to:
	Country Parks Manager


	Grade:
	NLC10


	Conditions of Service:
	SJC


	Date of last review:
	September 2021


	Job Outline

Reporting to the Country Parks Manager you will be responsible for the effective and efficient supervision of the Council’s Park Facilities (and associated areas), leisure services, visitor services and facilities operations, ensuring the delivery of a high-quality professional service that maximises the resources available, delivers positive outcomes and meets the needs of our customers and service users.


	Main Duties and Responsibilities

Generic Duties:

In addition to the normal duties and responsibilities of managing the above functions, you will be responsible for:

1. Playing a full and active part in the strategic development of responsive, value for money services and in the corporate approach to the overall running of the Council's services ensuring, in conjunction with other Council officers, the effective and efficient implementation of the Council's policies and programmes and that the Council's resources are most effectively deployed to this end.

1. Ensuring that all duties and responsibilities for your area of operations are fulfilled in terms of Service and Council Procedures and legislative requirements.

1. Liaising with members of the public and other services, regarding enquiries and complaints, ensuring the booking systems and comments log is updated within required timescales, securing responsive, effective and efficient services and providing the best available assistance and advice to the Council within the resources available.  

1. Playing a positive role in the corporate management of the Council’s Park Facilities, including participation in group and other service meetings as required, and fostering good working relationships with elected members, other council staff, user groups, event organisers, lease holders and franchisees.  

1. Assisting in the organisation and promotion of the Council’s Park Facilities and resources to all sections of the community through the creation of resilient event plans, demonstrations, conservation activities, the staging of events and encouraging and developing recreation and access to the countryside areas, with particular regard to the young, elderly, disadvantaged and increasing access for those with mobility issues and vulnerable groups.

1. Liaising with other Council services, external contractors and such agencies and organisations as may be necessary to ensure the highest standards of maintenance in line with the Council's aims and objectives for Council parks and their efficient management, and participating fully in ongoing quality management programmes.

1. Assisting the Country Parks Manager with the preparation of reports to Council Committees, Sub Committees, Area Committees and Working Groups, attending as required

1. Ensuring the safe and efficient supervision and management of the Countryside Steward services.

1. Assisting in the management of the Council’s infrastructure, plant and equipment located within the Council’s Parks Facilities. 

1. Planning, implementation and supervision of cleaning and equipment maintenance programmes in all buildings and associated areas within the Council’s Park Facilities, including the preparation and adjustment of cleaning and maintenance schedules as circumstances demand in response to public requirements and special event demands.

1. Assisting in the procurement and purchase of appropriate materials and equipment required for the routine operation of the relevant facilities including the implementation of appropriate stock control procedures in accordance with Council procurement processed.

1. Ensuring the day to day stewarding operation of the Council’s parks including the watersports centre and visitor centres, Strathclyde Loch, public toilets and all associated public facilities, including the reconciliation of point of sale cash handling operations and arrangements for appropriate cash transfer and the preparation of staff shift schedules, the deployment of relevant staff, ensuring all time sheets, absence certification, HAVS return and accident reports are correctly completed and submitted.

1. Monitoring and inspecting ongoing and completed works, ensuring specifications, standards and correct working procedures are adhered to and appropriate equipment and site safety inspections are completed and recorded timeously and ensuring the implementation and recording of statutory vehicle and equipment safety inspections.

1. Ensuring staff within your teams have access to and/or receive a) adequate and appropriate supervision and direction, b) training, mentoring, coaching and skills development, c) performance review and feedback and d) appropriate systems of communication and consultation.

1. Involved in the application and implementation of all aspects of personnel practices.

1. Assisting with the implementation, monitoring and development of the Council's equal opportunity arrangements for Environmental Services in a way that values and promotes diversity and respects individual differences.

1. Ensuring that all duties and responsibilities for your area of operations are fulfilled and undertaking the role of Senior Officer, outwith the hours rostered for senior management staff.

1. Undertaking such delegated duties as may be decided by the Council and such other duties as may be required by the Chief Officer (Community Operations) or anyone acting on their  behalf.

This job outline is intended to indicate the broad range of responsibilities and requirements of the post.   It is neither exhaustive nor exclusive but, whilst some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.

N.B. The post will involve weekend working and participation in a shift rota for which the appropriate allowances will be paid.




	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING
	
	
	

	· Educated to SVQ3/HNC or equivalent in a relevant discipline.
· Membership of an appropriate Professional Institute.
· First Aid Certificate
	X
	


X


X
	Verification/Application Form/Interview

	
	
	
	

	WORK EXPERIENCE
	
	
	

	· Extended experience of working in a relevant sphere of operations e.g. leisure related environment.
· Management/supervisory experience.
· Experience of working with the public.
· Experience of major event organisation dealing with contractors and external agencies.
	X



X


X





	








X



	Application Form/Interview

	
	
	
	

	KNOWLEDGE/SKILL/ABILITY
	
	
	

	· Excellent organisational and IT skills
	X
	
	Application Form/Interview

	· Effective clear and succinct verbal communicator and concise written communicator
· Customer centred in all aspects of service delivery
· Experience of project working.
· Clear analytical skills to allow the exploration, evaluation and interpretation of information and opinions.
	X



X




X


	






X
	

	· Knowledge of Health and Safety issues.
· Ability to cope with multiple and changing demands and meet tight deadlines.
	X

X
	
	

	
	
	
	

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	· Presents self positively and self-motivated
· Confident
· Stay calm under pressure
· Innovative problem solver
· Enthusiastic
· Committed to continuous development of own skills and knowledge and active in encouraging others to participate in development activities
· Flexible approach to work.
	X

X
X
X
X

X





X
	
	Application Form/Interview

	
	
	
	

	OTHER
	
	
	

	· Ability to travel independently throughout North Lanarkshire 
· Current driving licence
· Ability to work on a shift pattern including work on evenings and weekends.
· Satisfactory PVG scheme membership (Protected Adults & Child)(application will be processed by the Council for successful candidates and must be attained prior to commencing employment)
	
X

            X

            X


X


	
	Application Form/Interview
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