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CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: CORPORATE SERVICES
	SERVICE GROUP: BUILDING & TECHNICAL SERVICES

	POST TITLE: TECHNICAL SUPPORT OFFICER 
	REPORTS TO: SENIOR TECHNICAL SUPPORT OFFICER

	GRADE: BAND 7
	SAP POSITION NUMBER : 


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post: 

	Provide a FM Helpdesk service which entails receiving reactive building maintenance requests from a variety of customers for up to 1200+ active Authority buildings. Interpret the requests and place work orders with the relevant contractor.

When the order is for In House contractors then you are required to manage the works allocation of jobs to Operatives, determining which Trades Person skill sets meet the job requirements. Obtain quotations and place orders for supplies and services for work to be carried out. 



	Main Responsibilities of Post: 

	Day to day management and first point of contact for Trades People which entails distributing works, advising, dealing with emergencies, arranging holiday cover, prioritising workloads based on skill set, location, time of job etc.
Source and procure  materials for standard and non standard items, taking into account location of operative and supplier ensuring best cost and quality. 

Check and authorise individual orders to the value of £500.00 on the Sections electronic system. 

Organise sub contractors when In-house Trades People are busy or works do not fall into Trades People skill sets. 

Allocate the labour time of Trades People, checking at the end of the day and week that all hours are on the system to enable correct charging.  

Receive helpdesk calls from Various Council and non Council buildings and schools assessing the type of work request and whether it should be allocated to In House Contractor or sub contractor. 

Liaise with site managers maintaining communication ensuring job update notes are added to the system.  Allocate the priority of the works requested and the estimated cost of the works. 

Raise works orders and ensure they are in accordance with legal and statutory requirements and Council’s Standing Orders/Financial Regulations.

Ensure that all technical, financial and contractual standards set by the Technical and Contract Services Manager are achieved.

Meet the KPI’s set for the section with regards to meeting job category targets and job completions and meet the constant demanding deadlines. 

Liaise with Works Officers to manage resourcing out of Trades People for project works. 

Programme and plan mini projects, liaising with colleagues where multi trade is required a programme of works to enable smooth operation."

Assist in preparation of detailed reports and analytical data relating to Council owned property maintenance matters.

Liaise with Surveyors to ascertain a way forward with difficult jobs and ensure value for money and best practical course for the client.  

Authorising payments of invoices for the sub contractors and materials ordered. 



	Structure:
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	Special Knowledge Requirement. Will be used for shortlisting. 

	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the post holder is required to meet either the Lower threshold level – where the person is able to demonstrate that they can during the interview: 

a) Can express themselves fluently and spontaneously , almost effortlessly

 
	X

	Uses knowledge of Health, Safety and Environmental policies, procedures and regulations including risks in own area of

work
	X

	Uses a range of complex IT packages relating to area of work
	X

	Ability to adopt a process of continual improvement and suggest ways of

working more efficient and effectively to improve service delivery.
	X

	Knows and understands how to use, interpret, handle and communicate

information
	X

	Able to assimilate and apply complex and detailed information and relay it to customers.
	X

	Make decisions requiring a competent level of technical support expertise and judgement in relation to maintenance matters within established systems and procedures.


	X

	Carry out analysis and report information and data from a range of sources, to identify financial and other issues, resolve problems and ensure compliance with financial procedures and requirements
	X

	Relevant experience requirement: Will be used for shortlisting

	The applicant is required to provide evidence of having previously spoken fluently to members of the public in order to meet either the Lower threshold or Advanced threshold level outlined under Special Knowledge above.  

	Must have 3 years experience of working in a busy office environment

	Relevant professional qualifications requirement: Will be used for shortlisting

	NVQ Level III or similar in a business related subject.



	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 

 

	 Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	Special Conditions: 

	You will be informed if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process.

	

	Compiled by: 

JD
Date: August 17
	Grade Assessment Date:


	Post Grade:  BAND 7


Reactive Maintenance Manager





Aids & Adaptations Works Officer x 1





Senior Building Surveyor (Reactive Maintenance) x1





Building Surveyor (Reactive Maintenance) x1





Business Manager x1





Technical Support Officer x7
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