
	Job Title: Business Transformation Officer (fixed term)
	Job number: 

	Service Area: Chief Executive’s Office: Assets Team
	Date received: 


	Purpose of job – Give one statement explaining the job’s overall objectives

	To provide a range of administrative support to the Assets Team to ensure that record keeping and data management systems are efficient and effective and assist in the transition from manual, paper based processes to automated ones. 

	Main responsibilities – Give a maximum of eight brief descriptions of what the main responsibilities are and assign time percentage values against each one.
	%

	Accurately enter information into electronic systems and databases, creating new folders and labelling information as appropriate to facilitate efficient extraction or analysis and undertake filing, collation and data extraction for manual recording systems 

	25

	Maintain and update existing systems as directed and assist the Technical Manager and/or Compliance Manager to improve recording systems but recommending system enhancements or options to store manually held date electronically. Identify potential opportunities for improvement including areas of underutilisation or more efficient processes as well as new modules or features which enable customers to self-serve. 


	25

	Extract, collate and provide management and finance statistics and reports to the Technical Manager and/or Compliance Manager as directed.


	20

	Assist the team by dealing with telephone or e-mail enquiries from members of the public, councillors or other stakeholders as directed.
	10

	Produce orders for the Technical or Compliance teams, check all invoices for accuracy of cost, time, services and goods and advise the relevant manager for authorisation. 
	10

	Assist in the training of new and existing staff on the team’s computerised records and/or manual recording systems
	10


	Organisation – Draw an organization chart that shows how the hierarchy and how the job relates to its immediate supervisor and colleagues.

	To be added


	Dimensions – Quote figures which give a picture of the job in any annual budgetary amounts which the job is either directly or indirectly concerned with or any other statistics related to the work.

	The team data is stored on the ActiveH system but the postholder will also need to access and store data on a variety of databases and spreadsheets held on the I and L drives.
The postholder will produce KPI data monthly and quarterly and management information weekly

On average 50 orders may need to be raised per week and c30 invoices checked for authorisation

An estimated 20 telephone calls may be needed to be answered on a daily basis 



	Scope for Impact – Describe in two or three examples the impact of this role on delivering the service and how it relates to Customer’s satisfaction and the key accountabilities.

	The post is essential to maintain the efficient operation of the Assets Team while the new structure is being embedded, systems and databases are improved and a transition is made to new ways of working. 

	The postholder will work under the direction of the Technical or Compliance Manager to ensure a rapid but smooth transition to electronic data recording across the team.

	Challenges – Describe the most difficult, complex or challenging part of this job and explain why.

	The post holder must be able to organise daily workloads in order to address the varying priorities that arise from a wide range of tasks and deadlines.  In so doing, assessments must be made of the wide range of requests and instructions that arise in order that work is undertaken most efficiently and effectively.  Heavy workloads demand an ability to work rapidly and accurately at all times under pressure, and this is particularly important in ensuring the accuracy of information inputted into the system and displayed on the website in avoiding complaints, legal challenges to any planning decisions, and any subsequent political embarrassment and cost to the Council. 



	Additional Information – Use this area to briefly explain any aspects of the job that have not been adequately covered in previous sections.
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Postholder signature

Date:
	
Head of Business Unit or nominee signature

Date:
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	Attributes
	Essential
	Desirable

	Job Specific Qualifications & Experience
	Minimum two year’s experience in an administrative environment 
BTec National in Administration or GCSE’s in English and Mathematics.

Experience of extracting and collating information to provide management reports
	Experience of working within a property based technical service.
Experience of developing ICT systems to improve processes, implement automation, support flexible working or deliver self-serve functionality



	Non Job Specific Qualifications & Experience
	Relevant qualifications or experience in the use of Information Technology systems. 
Experience in dealing with the public in a confident and friendly manner.


	Experience of carrying out administrative work within local government or similar public sector environment.



	Job Specific Knowledge, Skills & Abilities
	Demonstrable keyboard skills and familiarity with use of different IT systems, including all Microsoft Office applications.


	

	Non Job Specific Knowledge, Skills & Abilities
	Ability to easily communicate with a range of customers including Councillors, contractors, and members of the public.
Ability to work effectively, prioritise actions and have excellent organisational skills.

A commitment to team working with a flexible approach to ensure team targets are achieved.
Ability to work under own initiative

Ability to prioritise tasks, solve problems and work to tight deadlines
	

	Other Requirements
	A flexible approach to meet the ongoing needs of the Assets Team and the Council as a whole
An awareness of, and commitment to Equal Opportunities

Willingness to undertake training and personal development
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