GRAVESHAM BOROUGH COUNCIL

JOB DESCRIPTION
DIRECTORATE:
Communities and Inclusive Growth
DEPARTMENT:
Communities and Inclusive Growth
POST:

C&I Administrator
GRADE:
            Scale 4
This job description is intended as a working document only, giving a guideline to the major tasks to be performed.  It is anticipated that the post will develop as working practices change in order to meet the demands of the service, new legislation or policies of the council.  It is expected the post holder will contribute to and assist in the development of such changes
JOB SUMMARY
The postholder will support the various services and projects across the Communities and Inclusive Growth Directorate, providing high quality administrative support across a range of tasks and activities.

Activities will include a specific focus on the Council’s work that delivers holistic benefits for the community, including jobs and skills, health and well-being, creativity and culture and inclusive growth for local businesses and the visitor economy.
JOB ACTIVITIES
Administration
1. To provide an effective, customer friendly administrative support function for a diverse range of projects and activities, supporting stakeholder engagement, records management, arranging meetings, creating agendas, writing minutes where required, and circulating notes and action points.

2. Assist with financial administration, such as raising orders for goods and services; raising invoices and ensuring that all invoices are paid on time; and monitoring payments on the purchase order system.  
3. Assist with the update of some of the directorate’s external and internal websites and platforms, such as Everyday Active, Go Vocal, Resilience Direct and Gravesham 2040.

4. Collect information for Freedom of Information requests (FOI’s) within the directorate, enquires and complaints plus making sure the requirements for ensuring General Data Protection Regulations (GDPR) are followed.
5. Support the directorate’s event programme as required, including assisting with pre- event preparation and on the day provide support if required by the event co-ordinator.
6. Any other assistant/administrative duties, consistent with the above duties of the post.

General
7. To carry out such other duties as may be required of you, commensurate with the grade and level of responsibility, as directed by management.

8. To participate as required in the Council’s Emergency Planning Operations which may involve duties outside the post holder’s normal job description and contracted hours.  In the event that an incident has occurred which disrupts the council’s ability to deliver it’s critical functions, the post holder will be expected to participate in the recovery stage which may include undertaking duties within the post holder’s competencies in other departments and/or at other locations.

9. A commitment and contribution to the Council’s Equal Opportunities Policy is an essential requirement of the post.

10. The post holder will carry out all duties and activities having regard to the provisions of the Health and Safety at Work Act 1974, and in accordance with any instructions from senior members of staff under that Act or any Council or Departmental Codes of Practice or Procedures.

11. The post holder must ensure that data quality and integrity is maintained, and that data is processed in accordance with council policy, the Data Protection Act, the Freedom of Information Act and other legislation

12. The post holder will comply with Statute and Council Policy in all respects.

13. An awareness and commitment to section 17 which places a statutory duty on police and local authorities to work in partnership to reduce crime and promote community safety. It is also required that community safety is to be a thread running through all functions of the Local Authority.

14. A commitment to excellent customer service and the values of the Council.

	CHARACTERISTIC
	SPECIFICATION

	
	ESSENTIAL
	DESIRABLE 

	SKILLS/ABILITIES

(Specific skills and abilities required to undertake the duties).


	Excellent written, verbal and interpersonal communication skills.

Organised with good attention to detail
Very good Customer service skills.
Ability to work on own initiative to resolve issues and make decisions.
Excellent IT skills including Word, Excel and CMS.
	

	KNOWLEDGE

(Particular knowledge to perform the work effectively, e.g. of specific legislation or regulations).
	
A good understanding of the role of local authorities and their services.


	Will have a good understanding of the workings of the Directorate and the Council.
Knowledge of data management including GDPR



	QUALIFICATION TRAINING

(Education/vocational qualifications and other training)
	
4 GCSE’s at grade C or above, including
Maths & English, or equivalent qualifications.

	Minimum NVQ level 2 in business administration or similar field.


	EXPERIENCE

(Level and type of previous experience)


	Experience in a range of administrative duties.
Experience of working within a busy environment.

	

	QUALITIES

(Particular qualities necessary to carry out the works, e.g. ability to work under pressure or work co-operatively in a team)

 
	Highly organised.

Can work to deadlines and ability to adapt quickly to demands and readily accepts changing situations.

Team player.

Professional approach to colleagues, team members and members of the public.

Accuracy and attention to detail.

	Full clean driving licence

Willingness to work occasional unsocial hours


