Job Summary

	Post Title
	Support Officer
	Pay Range
	Range 5

	Service Area
	Highways and Technical Services
	Line Manager
	Team Leader Contracts 

	Location
	NCO, Aylesbury
	
	



	Section 1: Job Purpose

	
To support the Team leaders for the term maintenance contract and the other service contacts within the highways service to ensure they are managed effectively.
To provide support where required to Managers and Senior Officers in the execution of the financial and performance mechanisms built into the various contracts within the service.
To support in ensuring the efficient and effective service delivery to the people and community of Buckinghamshire.





	Section 2: Main Responsibilities and Duties

	· To ensure accurate financial and performance management information is provided by the service providers of the highways service, including at times validating, testing and interpreting financial trends of the information provided.
· To provide support and assistance to the wider highways team, both assuring compliance of the Business Unit to the key corporate business processes such as MTFP, closure of accounts, budget monitoring, cash profiling and corporate systems and facilitating the understanding of both cost and value across the Business.
· To support and assist on the form/procurement/payment mechanisms for the service.  
· To support the highway service in the raising of any required commissions/orders in respect of required services.   
· To support the highway service in conducting and evaluating benchmarking and relevant value for money activities, including providing a check and challenge financial audit process to both the annual task orders and the monthly application associated with the service.
· To support the highway service in relation to applying the financial performance mechanisms built into the contracts and contractual arrangements. 
· To ensure Managers have access to the appropriate financial and performance advice and support from the service.
· To support and provide appropriate support, assistance and advice during the yearly budget setting process. 
· Work with elected members and local parish and town councils, in particular the Local Community Boards.






	Section 3: Values and Behaviours

	
We expect your values and behaviors to reflect the values of the organization:
Proud 
· Perform to your best every day
· Cares about delivering the role and setting high standards
· Upholds the reputation of the service and the wider Council 
Ambitious 
· Ambitious to learn, develop and fulfil potential
· Ambitious to do things better 
· Solution focused looking for suitable resolutions
Collaborative 
· Effectively engages with others sharing ideas and solutions
· Able to look at things from different perspectives
· Happy to work with others to achieve outcomes
Trustworthy 
· Accountable for actions
· Behaves professionally and to professional standards

Quick to respond and show initiative

	
	



The following criteria will be assessed from information provided on your completed application form, during the shortlisting and assessment process, and from your references.
	Section 4:
Knowledge, Skills and Experience 
(taken from role profile)
	Job Specific Examples
	Essential
	Desirable

	Relevant experience in highways maintenance, contract management, finance and performance management and understand value for money.
	Evidence of knowledge and previous experience of working in a highways service or technical service delivery environment.

	
	

	Knowledge of the service area and wider sector/external influences
	Evidence of technical knowledge and operational contract management experience to establish constructive working relationships with the commissioned service providers.

Ability to facilitate the successful delivery of service priorities and activities.

	
	

	Have previous experience of working in a political environment.
	Possessing a clear understanding within which operational decisions can be undertaken with delegated authority and which require senior management and political awareness.

Ability to quickly analyse issues and identify and implement solutions, taking account of conflicting demands.

	
	

	Excellent communication skills and to work with sensitive and contentious issues and diffusing confrontational situations.
	Demonstrate evidence of the ability to engage, influence, negotiate and constructively challenge with a view to reaching a consensus on required outcomes.

	
	

	Ability to build relationships and engage and successfully participate and work in a team environment.
	Experience or working within a team environment, including engaging with senior managers, elected members and other stakeholders to achieve agreed outcomes.

	
	

	Commissioning technical work as informed client with budget and performance management experience
	Experience of commissioning, procurement and contract management within a local government environment.

	
	

	Qualifications
	Essential
	Desirable

	Evidence of relevant technical and/or professional qualifications 
	
	

	Other Requirements
	Essential
	Desirable

	Full driving licence.
	
	

	The ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.
	
	

	IT Skills particularly proficient in the use of Excel 
	
	




	Section 5: Job Context, Current Deliverables and Priorities

	· Core service budgets of circa £50M combined revenue and capital investment plus team revenue budgets delivered by external providers.
· The post holder will be responsible for supporting the team leader in the management of any required contracts and providing relevant information concerning delivery, performance, finance and value for money ensuring delivery of the work by the service in terms of either revenue or capital activities. 
· Support a team of approximately 10 staff, plus circa 200 indirectly managed external contract staff. 
· Work closely with the Commissioning and Contract manager/Head of Highways and other managers within the service area.
· Work with Local Members, local parish and town councils and support the local community boards as appropriate.

This job summary is not intended to be exhaustive and it is likely that duties may be altered from time to time in the light of changing circumstances, in discussion with the post holder.  This job summary is intended to provide a broad outline of the main responsibilities only.  The post holder will need to be flexible in developing the role with initial and ongoing discussions with the designated manager.





