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	Post Title
	Technical Administration Assistant

	Post Level
	N/A

	Directorate
	Environment Housing & Leisure

	Service Area
	Housing Property & Construction

	Grade
	Grade 5

	Post Level Descriptor

	Technical Administration 


	Purpose of the Post

	· Provide comprehensive and proactive administrative and customer-focused support to both        internal and external customers.

· Provide all general administration duties to the operations teams and maintain all operational database systems.

· Provide and communicate to customers on repairs and appointments.

· Assist the operations team on financial enquiries and invoicing monitoring systems.

· Assist the Team Leaders in service delivery and scheduling of all repairs and maintenance jobs.


	Performance standards

	· The need to adhere to adhere to Council’s Policies and specifically the Equal Opportunities Policy, Health & Safety Policy and the Code of Conduct

· The need to comply with the Freedom of Information Act 2000 in relation to the management of Council records and information

· The need to comply with the General Data Protection Regulation 2018 and the principles enshrined within it in respect of personal information held by the Council



	Job Content

	· Implement and support any operational systems which ensure the purpose of the service is met.
· Demonstrate adaptability in meeting specific customer needs.
· Ensure all health and safety flags on the system are fully communicated to operatives.
· Identify and assist action on the system conditions which prevent the service meeting requirements.
· Provide administrative support to other members of the team, and to other teams when required. 
· Maintain effective record keeping, filing and information systems. 
· Handle and control the distribution of mail. 
· Ensure protective clothing and Health and Safety equipment provided is used correctly and when required, in accordance with risk assessments.
· Co-operate with health surveillance programmes.
· Maintain a working environment that is safe and without risk to health in accordance with North Tyneside Council Safety, Health and Environment management system. 
· Participate in performance reviews and undertake relevant training where necessary.
· Any other duties and responsibilities as may be determined which are appropriate to the grade of the post.




	Person Specification

	Responsible To

	Operations Manager/Contracts Manager/Service Manager

	Responsible For

	N/A


	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	· Relevant knowledge of business area, eg housing, construction.
· Asbestos awareness.
· Excellent interpersonal and communication skills, verbal and written.
· Excellent IT skills including Office 365 packages.
· Ability to review Asbestos Reports.
· Ability to take accurate records of meetings.

	
	

	Qualifications and Training
	· Qualification at NVQ 3,   RSA 3 or equivalent in a relevant discipline.

	
	

	Experience
	
	· Experience of working within a Local Authority environment.
· Experience of working within a busy office environment 
	

	Special requirements
	
	
	


