







Job Description and Employee Specification [Asset Assistant]
Enterprise & Communities


	Service: 

	Enterprise & Communities

	Division:
	Community Operations


	Job Title:
	 Asset Assistant


	Responsible to:
	Technical Officer (Systems & Assets)


	Grade:
	NLC4


	Conditions of Service:
	SJC


	Job Evaluation Reference:

	A9252

	Date of last review:
	October 2026


	Job Outline

Responsible to the Technical Officer (Systems & Assets) you will assist in the day-to-day delivery of an effective and efficient Roads and Asset Service, help to ensure 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:

1. Undertaking as part of a team, or individually, a range of Roads and Asset operations, as directed. 

2. Collection and input of data and operation of software applications such as CONFRIM/ GIS/ SharePoint in relation to asset management and external providers software like LEAMS.

3. Undertake and assist with surveys/ assessments/ audits such as environmental and level surveys.

4. Providing a desktop and onsite ability to identify, classify, collect and update spatial data related to council assets ensuring the council has accurate asset information.

5. Undertake condition surveys based on set guidance. 

6. Liaising with other Services, sections and organisations as may be necessary for the achievement of key tasks and policies.

7. Undertaking the driving duties to assist and ensure that the road safety inspections can be undertake in a safe manner. 

8. Dealing with complaints from the public in a courteous manner and refer to the Team Leader if a satisfactory solution cannot be reached. 

9. Ensuring that any materials, equipment, and vehicles provided to assist in carrying out the duties of the post are properly secured/ maintained/ inspected, and defects reported in accordance with the Council’s policies and procedures. 

10. Promoting the health and safety of employees at work and of service users through the implementation of the Council’s policy on health, safety and welfare at work and Council Health and Safety arrangements in accordance with all relevant statutory requirements. 

11. Ensuring that all accidents are reported in accordance with agreed procedures as quickly as possible to the relevant persons.

12. Participating and fully co-operating in training courses, briefings, and the Council’s PRD process.

13. Ensuring that all activities for which you are responsible for are delivered in accordance with the Council’s Equality and Diversity Policies, statutory, general, and specific Equality Duties.

14. To promote a customer or public orientated ethos.

15. Any other relevant duties as may be required from time to time by the manager in accordance with the exigencies of the service.

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




	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING
	
	
	

	· Driving licence category B.
	X

	
	Verification/Application Form/Interview

	· Health and Safety awareness.

	X
	
	

	· SVQ2, National Certificate, Higher grade or equivalent.

	
	X
	

	WORK EXPERIENCE
	
	
	

	· Previous experience of driving.

	X

	
	Application Form/Interview

	· Team working experience.

	X
	
	

	· Previous experience of taking responsibility within a small team.

· Experience and understanding of survey work including onsite and desktop-based surveys.

· Experience of data collection.
	



X





	X








X
	

	
	
	
	

	KNOWLEDGE/SKILL/ABILITY

	
	
	

	· Good communication skills.

	X

	
	Application Form/Interview

	· Problem solving and initiative.

	X


	
	

	· Capable of understanding verbal and written instructions and completion of work-related paperwork.

· Excellent IT skills including operating software systems.
	X




X
	
	

	
	
	
	

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	· Approachable.

· Professional manner.

	X

X

	
	Interview


	· Polite.

	X
	
	

	· Understanding of Service provision.

	


	X

	

	OTHER (SPECIFY)
	
	
	

	· Driving licence and ability to travel independently throughout North Lanarkshire

· Ability to work outdoors in all weather conditions
	X




X
	
	Application Form/Interview
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