
SEFTON METROPOLITAN BOROUGH COUNCIL

                                 JOB DESCRIPTION

Department:	 Operational in-house services         

Division:                Security & Careline Services

Post:		 Operations Officer

Grade:                   F

Responsible to:	 Service Manager

Responsible for:   Day to Day Operations.

Job Purpose:        

· To provide the day-to-day management function, with operational support across the service area, in an effective, economic, efficient and safe manner, to ensure that the service standards and operational standards are achieved.  

· Support works undertaken by the service area are completed to a consistently high standard, to meet the necessary accreditation requirements for both NSI security and TSA technology enabled care industry. 

· To support management in delivering income generating opportunities across all service areas, whilst also supporting the delivery of internal services within the Council which demonstrate ‘social value’ and ‘added value’ to the Council, its residents, and stakeholders.



MAIN DUTIES

1. Be responsible for the smooth running of all day-to-day operations, supporting staff to adhere to all required Health & Safety regulations, British Standards, Codes of Practice, policies, and procedures.

2. Monitor daily operations to ensure they meet performance standards and comply with regulations.

3. Support strategic direction for the department, developing systems that promote growth and continuous improvement.

4. Liaise with relevant departments or stakeholders ensuring operational compliance across all areas. 

5. Prepare required reports and recommendations for submission to the Management Team, as required.

6. Ensure that competitive quotes, best practice, and best value for money are achieved for all areas under the post holder’s control, following procurement guidelines.

7. Oversee and ensure implementation and communication of site and operational risk assessments.

8. Undertake due diligence to ensure that all contractors and suppliers fulfil statutory obligations.

9. Support the Service Manager, with reviewing service operations and procedures and make recommendations for change.

10. Analyse operational data to support the service, implementing processes to improve quality, productivity, and performance.

11. Monitor and regularly review operation of and adherence to all policies and procedures including completion of documentation. Take appropriate remedial action to ensure compliance with current legislation. 

12. Ensure that all resources, vehicles and equipment are maintained and used in a safe, efficient and appropriate manner, completing and obtaining procedural documentation as required.

13. Co-ordinate between other departments, external agencies, or the public in a professional and courteous manner always.

14. Supervise daily checks on vehicles and equipment to ensure that they are in a serviceable condition, and to carry out the necessary Investigations where loss or damage occurs.

15. Provide senior management with statistical information as required and to ensure that all logs, returns, and reports are completed correctly and in a timely manner.

16. Deal with any Freedom of Information Requests/complaints, recording, completing and escalating the necessary information to other departments according to timescales and guidelines.






	GENERAL

1.	The post holder will be expected to work flexibly, Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading to meet the needs of the service. 

2.	The post holder will be required to undertake, and participate in training, coaching and development activities, as appropriate. 

3.	All staff are responsible for the implementation of the Health & Safety Policy as far as it affects them, colleagues and others who may be affected by their work. The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure appropriate improvements are made where necessary. 

4.	The Authority has an approved equality and diversity policy and copies are available to all employees via the intranet. The post holder will be expected to comply, observe and promote the equality and diversity policies of the Council.

5.	Since confidential information is involved within the duties of this post, the post holder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to GDPR.



PERSON SPECIFICATION


	
		



	Personal Attributes Required
	Essential (E) or
Desirable (D)
	Method of Assessment

	Experience
	
	

	
· Health and Safety principles, procedures and good practise in building operations.
· Assisting with the preparation of business and service plans.
· Using appropriate IT systems and programmes.
· To work on your own initiative, to organise and prioritise own workload to meet tight deadlines.
· Developing effective partnership working relationships with internal and external customers.
· Experience of Customer focused operations, methods of continuous improvement and delivering process improvements. 
· To deal with confidential issues discreetly and tactfully.
· An understanding or knowledge and experience of relevant legislations/standards and best practise within Security, Alarms & Electrical and Careline services.
· Experience of handling a diverse range of tasks and priorities within a politically sensitive environment.
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	Ability, Skills & Knowledge
	
	

	· Able to demonstrate a knowledge and understanding of marketing principals, procedures, and good practice.
· Experience of change and transformation projects, including assessment and implementation of new working methods that will deliver improved service standards, operational efficiencies and cost reductions. 
· A proven track record of working effectively and delivering in co-operation and partnership with a range of customers and stakeholders.
· Knowledge of procurement, including the preparation of specifications, briefs, service level agreements and contracts.
· Excellent IT skills and working knowledge of Microsoft Word and Excel for data recording, analysis, and reporting.
· Excellent customer care experience.
· Ability to work with staff and external agencies both face-to-face and over the telephone.
· Excellent interpersonal skills with the ability to communicate effectively both written and orally at all levels within the organisation and with external bodies.
· Ability to apply a good level of analytical and constructive thinking to problem solve and seek resolution.
· An awareness or knowledge of building compliance.
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	Personal Style and Behaviour
	
	

	
· A passion for translating data into useful insight.
· Motivated, optimistic, and enthusiastic with the ability         to respond to challenge and not be discouraged.

· An inclusive team worker, able to work with others and       in a collaborative manner.
· Customer focused with a commitment to continuous service improvement.

· Demonstrate and promote openness, trust and respect.
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	Other/Special Requirements
	
	

	
· Must have a 5-year checkable work/school record.

· The post holder may be required to attend projects on site within the working day and if required, outside normal working hours’.

· Must hold a full current driving licence. 
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Assessment Methods Key:  

AF – Application Form 	C – Certificates 
I – Interview 			T - Test




