
Bromsgrove District Council Redditch Borough Council

Job Description and Person Specification
	POST TITLE

	Parks & Events Business Support Officer

	DIRECTORATE

	Leisure & Cultural Services

	HOURS OF WORK
	37hrs per week including evenings, weekends and bank holidays as required. 

	POST REFERENCE

	

	GRADE

	Grade  4

	RESPONSIBLE TO
	Parks and Events service Manager 

	RESPONSIBLE FOR
	N/A

	SERVICE RESPONSIBILITY
	Administration and Programme Support across the Parks and Events team including  customer care, financial support and data processing. 

	DATE REVIEWED
	Jan 2024


Corporate councils’ priorities

	                                 Organisational Priorities BDC and RBC:
· Financial Stability 
· Sustainability and High-quality Services


	Bromsgrove District Council

Our vision is to ‘enrich the lives and aspirations of all our residents, businesses and visitors through the provision of high-quality services, ensuring that all in need receive appropriate help and support’. 
	Redditch Borough Council

Our vision is to enrich the lives & aspirations of all our residents, businesses & visitors through the provision of high-quality services, ensuring that all in need receive appropriate help, support, and opportunities.



	Community Priorities 

Economic development and regeneration.

Skills for the future.

Improving health and wellbeing.

A balanced housing market.

Reducing crime and disorder. 

Financial stability.

High quality services; and

Sustainability
	Community Priorities



Economic development and regeneration Housing growth



 

Skills

Improved health and wellbeing; and

Community safety and anti-social behaviour



	Leisure and Culture purpose of the service (shared services)



	Bromsgrove District council 

VISION: Healthy bodies and minds through active, engaged and creative communities

AIM: To inspire everyone to celebrate our historic past and participate in building a brighter future through access to parks, open spaces, sport, physical activity, arts, heritage, culture  and everyday creativity. This way we will inspire our communities to lead longer, happier, healthier and more successful lives


	Redditch Borough Council

Vision: Healthier and happier communities actively engaged in leisure and culture.

Aim: To improve community health and wellbeing through inclusive access to parks, open spaces, sport, physical activity, arts, heritage, culture  and everyday creativity. 

This way we will inspire our communities to lead longer, happier, healthier and more successful lives




1. Purpose of the role
· To ensure that the operational delivery of the service is delivered in a manner which provides services that are valued and respected by the customer.

· To  assist in the providing information for Service Strategies for both Councils. 
· I will assist in the production of service and site specific improvement plans to help increase usage, attendances, participation and satisfaction ratings of the service areas

· To assist and to provide advice and guidance as required to key partners , colleagues, contractors and VCS groups and to support the Parks and Events functions with regards to business continuity and outcomes. 

· To assist the service management team in providing strong, effective and cohesive service management through
2. Main duties and  RESPONSIBILITIES
To assist the service management team in providing strong, effective and cohesive service management through:

· To contribute to the achievement of both Councils overall objectives and strategic purposes 
· To assist in the production of business plans/cases for the service area by providing supporting information, data, evidence, views as required

· To provide support and cover for colleagues as required to ensure the continued smooth running of the service at all times

· To  promote a positive image of both Councils internally and externally at all times
· Support the management of the all data

To ensure sound and robust operational delivery of the service through:

· To promote awareness with my colleagues of the aims, objectives and Strategic Purposes of both councils. 
· To be part of a service team that delivers excellence through promoting high performance, effective actions and robust communication, cross departmental working, prioritising customer services.
· To administer and support the parks service areas to ensure a smooth and effective operation of the service

· To identify training and development needs to ensure delivery of Service
· To assist in the administration and planning of budgets linked to team action plans and monitoring service delivery to achieve financial and performance measures.
· To maintain awareness and understanding of new legislation and/or best practice and bench marking standards relevant to the Leisure and Cultural Services area and assist in the administration and recording of appropriate policies, procedures and practices

· To ensure that policies and procedures relating to service delivery are adhered to at all times and that health and safety, customer care, work standards and objectives are embedded throughout my work.

· To undertake all such duties and responsibilities determined by the Parks and Events Service Manager that is commensurate with the nature of the post
3. SPECIFIC JOB RESPONSIBILITIES 
I will undertake an effective and efficient administration service to support the parks and events team across both Councils to ensure delivery of the service using a ‘systems thinking’ approach that our customers require:  
· Providing an efficient administrative support in responding to communications and  enquiries, both written and verbal, for the parks and events service area

· Maintaining, recording and updating records and statistics using the relevant computerised systems – eg: PSS Live, Allotments database, Measures dashboard, Eproc and Efin and other relevant systems

· Provide support for  effective and efficient  administration and communication with allotment associations, tenants, communities and relevant stakeholders

· Raising, processing  and monitoring works orders, invoices, payments and goods receipts on behalf of the service area 

· Work with the management team to complete tenders, quotes and communication records with external and internal contractors in line with procurement requirements

· Updating and preparing policies, procedures and other relevant reports and financial records relevant to the service area

· Supporting the Management team in, developing,  administering and delivering a devolved allotment model across both Councils by  communicating with external and internal partners

· Working with the team to administer essential and programmed maintenance works and inspections within the parks, open spaces, play areas and allotments

· Develop and maintain the administration of income and hire for the parks service including:  tennis, bowls, football, fitness, recreation, and other income generating areas

· Maintain awareness and understanding of  new legislation and/or best practice relevant to the service area and assist in developing appropriate policies, procedures and practices

· Reviewing, administering and providing reports from the PSS live system as required

· Maintaining and monitoring the Water Risk Assessment records to ensure assessments are up to date and timelines and mitigation measures are met by officers

· Assist in the preparation and administration of the appropriate service budgets 

· Liaise positively with customers and colleagues and when required Councillors to ensure smooth delivery of the service

· To understand and comply with legal requirements of the Health and Safety at Work Act 1974 and any other relevant regulations as detailed in the Councils Health and Safety Policy

· To carry out responsibilities under the Data Protection Act (2018)

Person Specification

The specific skills, knowledge, abilities, qualifications or behaviours which are needed to effectively undertake the main duties and achieve the job purpose.  These will be assessed using the information available from:
1 – Application form

2 – Interview

3 – Exercise (eg psychometric, case study, presentation etc)

4 – Evidence (eg certificate, membership card, course registration etc)

	
	Knowledge and Experience
	Essential / Desirable
	To Be Assessed By

	1. 
	Experience of working in an admin/clerical support role carrying out a variety of office based functions and procedures
	E
	1,2,3

	2. 
	An understanding of partnership working
	D
	1,2

	3. 
	Experience of maintaining and monitoring budgetary, financial and auditing systems and processes
	E
	1,2

	4. 
	Experience of minute taking, planning and organising meetings
	E
	1,2,3

	5. 
	Experience of producing basic communication and publicity materials i.e. leaflets, newsletters and posters
	E
	1,2

	6. 
	Experience of collecting, understanding, prioritising and disseminating statistical information and data
	E
	1,2

	7. 
	Experience of using the internet/intranet, particularly adding, maintaining and managing web content
	E
	1,2,3

	8. 
	Experience of or demonstrable understanding of the Data Protection Act (1998)
	E
	1,2

	9. 
	Experience of or demonstrable understanding of issues related to working in a politically sensitive environment
	E
	1,2


Qualifications and Professional Memberships

	
	Qualifications and Professional Memberships
	Essential / Desirable
	To Be Assessed By

	1. 
	Demonstrable experience (minimum of 2yrs in a clearly related field/position) and evidence of continuing professional development.


	E
	1

	2. 
	Risk Management Health and Safety training 
	D
	1,2 


Job Specific Skills and Behaviours

	
	Job Specific Skills, Behaviours and Personal Attributes
	Essential / Desirable
	To Be Assessed By

	1. 
	Excellent IT, administrative and organisational skills
	E
	1,2

	2. 
	Excellent communication skills, both written and oral, demonstrating when required assertiveness, empathy and sensitivity in interactions with others.
	E
	1,2,3

	3. 
	Ability to manage and present numerical and statistical data accurately and clearly
	E
	1,2

	4. 
	Ability to manage a work load of multiple tasks and demands 
	E
	1,2

	5. 
	Ability to manage and manipulate electronic databases  
	E
	1,2

	6. 
	Ability to work under pressurised situations and work to tight deadlines as required
	E


	1,2

	7. 
	Ability to use  own initiative and personal judgement and also work as part of a team
	E
	1,2

	8. 
	Ability to regularly travel between Bromsgrove and Redditch 
	E
	1,2

	9. 
	Ability to carry out evening or weekend work as required to meet the needs of the service 
	E
	1,2
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