SEFTON COUNCIL

JOB DESCRIPTION

Directorate:
Place; Built Environment       Location:
Magdalen House/Court Hey Park
Department:
Planning Services


Section:
Merseyside Environmental Advisory Service (EAS)

Post Title:
Apprentice Administration & Finance Assistant
Grade:
Advanced Apprentice - NWM for age
Responsible to:
Business Intelligence and Technical Support Officer, Merseyside Environmental Advisory Service

JOB PURPOSE

Through the operation of the Merseyside Environmental Advisory Service on behalf of Liverpool City Region Councils by providing effective administration and technical support to the service as directed by the Business Intelligence and Technical Support Officer and Management Team.

MAIN DUTIES

1. Assist in undertaking general administrative tasks: maintenance of records / office systems, ordering of materials and services, invoicing for charged services, providing support services to the Management Team and other officers including centralised admin support for BioBank, EAS Officers and to external enquirers including dealing with inquiries, filing and photocopying.
2. Assist the team with general duties such as arranging meetings and venues, circulating papers and taking minutes.

3. Provide assistance to the Business Intelligence and Technical Support Officer with the timely and accurate data entry for the Merseyside EAS time recording system for the service including production of statistical outputs for the Management Team.
7. Assist in the financial management, monitoring and reporting of the Service through development and maintenance of systems and records for the Merseyside EAS Management Team including Agresso, time recording and billing of customers and the management of Petty Cash.
8. Assist in maintaining accurate records to help the Management Team in managing consultancy commissions and projects.

9. Carry out such other duties of a similar nature as may be required from time to time.

10. Participate in effective employee relations and undertake appropriate departmental training courses to improvement effectiveness in tasks set.

11. Assist with administrative procedures associated with booking in and distribution of incoming development management work.

12. Assist with maintenance of inventories for insurance purposes.

13. Assist with any matters relating to office/building maintenance and liaise with caretaking service.

QUALIFICATIONS AND EXPERIENCE
(See attached person specification)

SPECIAL CONDITIONS

The postholder must be aware of, and be able to observe, the confidentiality of aspects of the work.

A high standard of customer care is required at all times.

A flexible working time system is currently in operation.

The postholder will be expected to attend training events relevant to the duties of the post

This post is subject to funding and business case. 

Occasional work outside normal hours is required.

HEALTH & SAFETY

All staff are responsible for the implementation of Health and Safety Policy so far as it affects them, their colleagues and others who may be affected by their work. The postholder is also expected to monitor the effectiveness of the Health and Safety arrangements and systems to promote appropriate improvements where necessary.

Sefton Council is a no smoking authority.

EQUAL OPPORTUNITIES

The postholder will be expected to comply with, observe and promote Equal Opportunities policies of the Council.

Sefton Council is positive about disability.

GENERAL

This job description is a representative document. Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

Prepared by:
Lucy Atkinson



Designation:
Environment Manager, Merseyside Environmental Advisory Service

Date:
17 April 2024.

BUILT ENVIRONMENT, PLANNING SERVICES – PERSON SPECIFICATION
Job Title:
Apprentice Administration and Finance Assistant
	PERSONAL ATTRIBUTES REQUIRED
	Essential (E) or

Desirable (D)
	Assessment Method

	Qualifications
1. A broad educational base, including English and Maths qualifications to GCSE grade A* to C (4-9) or level 2 equivalent 
2. IT training qualification or demonstrable skills in IT, especially word processing, databases and spreadsheets


	E

E


	A, Cert.

A, Cert.



	Experience
1. Relevant experience in public / business administration in an office environment including customer service.
2. Experience of Local Government, especially related to the environment and planning.

3. Experience of spreadsheets, data handling, analysis and interpretation.

4. Demonstrable experience of administrative systems and procedures including supporting meetings.

5. Financial management and project monitoring procedures.


	D
D

D
D
D
	A, I

A, I

A, I

A, I

A, I

	Knowledge/Skills/Abilities

1. Ability to work effectively both as part of a team and on own initiative.

2. Ability to communicate verbally and in writing with partners and members of the public.

3. Ability to maintain accurate records and good organisational skills.

4. Ability to achieve agreed deadlines and targets and able to work under pressure.

5. Ability to develop and implement project and financial systems and procedures.

6. A general knowledge and interest in the environment.

7. Keyboard and database skills.
	E

E

E

E

E

D

E
	A, I

A, I

A, I

A, I

A, I

A, I

A



	Special Conditions
1. Prepared to work occasional evenings and weekends.
	D
	A, I


Assessment Method Key: A: Application Form, Cert.: Certificate, I: Interview, P: Presentation, I (reports): reports brought to interview.

Note:  Candidates are encouraged to pay particular attention to the structure and requirements of the Person Specification when completing the application form.

C:\Debword\2006-7\Personnel\MMJD&PS.DOC 


