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Job Description
Technical Support Officer 

	Service:
	Facilities Management 
	Team:
	Service Support Team

	Location:
	Preston

	Salary range:
	£32,061-£36,363
	Grade:
	7

	Reports to:
	Service Support Manager (Corporate & Traded)
	Staff responsible for:
	N/A



	Job Purpose

	· To provide direct support to the FM Service Support Manager (Corporate Support & FM Traded) in producing qualitative and quantitative performance reporting relating to a wide range of FM service functions, with particular focus on performance of traded services across Hard and Soft FM services and to support colleagues across the wider FM senior management team.

· A level of independent working is required with strong organisation and administration skills and strong IT skills with the ability to work with a range of digital platforms to deliver outputs including Oracle Fusion, Power BI, M365 products and a willingness to develop to advanced level. To be a technical reference point for other support colleagues across the service.

· The post is a permanent full-time position (37 hours per week) based at County Hall Complex in Preston.  The working hours are flexible with an agreed balance of working on site and home working in line with business need. 

	Accountabilities/Responsibilities

	· To support the wider senior management team of the FM Service in the coordination of responses to corporate requests for data and information e.g., business plans, vacancy reviews, risk registers, workforce planning and absence management dashboards, ISO support, and to undertake proactive reviews of action plans to ensure progress in line with objectives and agreed timelines.

· [bookmark: _Hlk178587057]To maintain key performance records and undertake general analysis of data to support the Service Support Manager with the production of reports for traded service client meetings, as well as ensuring coordination of internal corporate quality of service performance reporting. 

· To assist with the monitoring of financial performance across a range of individual project budgets, resolving anomalies and working directly with senior managers across the service and Finance directorate to ensure accurate and timely budget reporting.

· [bookmark: _Hlk178587104]To support the Service Support Manager with regard to corporate/financial requirements when specific targets are set e.g., service challenge, vacancy reviews, risk and opportunity, emergency preparedness, workforce performance dashboards, staff survey results and action plans.   Ensuring up to date knowledge of relevant policy, technical, regulatory matters relevant to the service.

· [bookmark: _Hlk178587131]To work across the senior management team and operational managers to capture business processes and map out using digital system, ensuring mapping of processes are regularly maintained and reviewed to capture change initiatives. 

· Maintain records of workforce development and training across all teams, ensuring that mandatory training undertaken for all roles at the required intervals; and actively engage with senior and operational managers to ensure the required corporate processes are being delivered across the FM workforce.   This will require provision of support to identify providers and work with the LCC Talent team to coordinate the service needs. 

· [bookmark: _Hlk178587207]Support the FM senior management team with design, content management and publication of internal service communications which will ensure corporate and service key messages are shared with the wider workforce to continue our commitment to focused engagement and information sharing with our staff teams.

	Other

	· Equal Opportunities
We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work. 

· Health and safety
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy. 

· Customer Focused
We put our customers' needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.

	Our Values

	We expect all our employees to demonstrate and promote our values:

· Supportive
We are supportive of our customers and colleagues, recognising their contributions and making the best of their strengths to enable our communities to flourish.

· Innovative
We deliver the best services we possibly can, always looking for creative ways to do things better, putting the customer at the heart of our thinking, and being ambitious and focused on how we can deliver the best services now and in the future.

· Respectful
We treat colleagues, customers and partners with respect, listening to their views, empathising and valuing their diverse needs and perspectives, to be fair, open and honest in all that we do.

· Collaborative
We listen to, engage with, learn from and work with colleagues, partners and customers to help achieve the best outcomes for everyone.



	

Person Specification
Technical Support Officer

All the following requirements are essential unless otherwise indicated by *

Your ability to meet the job requirements will initially be assessed by the information provided on your application but further assessment will be undertaken at interview and, in some cases, by using other types of assessment(s).

	Qualifications

	Minimum 4 GCSEs including Maths and English or equivalent 
Intermediate/Level 3 in business administration or equivalent* 

	Experience 

	Experience of working in an environment where you are required to work at a senior level and develop effective relationships.  
Experience in producing and maintaining accurate records of technical data and producing general analysis to help inform management decision making.
Experience of monitoring performance of quality and financial outputs and analysis thereof. 
Experience of interpreting and applying policy, guidelines and regulations relevant to the service ensuring that change management of quality standards are effectively delivered, and issues resolved working across a range of stakeholders. 
Experience of budget management including Accounts Payable, Accounts Receivable and budget monitoring*
Experience of delivering administration and technical support at a senior level in support of service managers ensuring corporate deadlines are achieved.

	Essential knowledge, skills & abilities

	Excellent skill in Microsoft Excel and M365 office software.
Knowledge of Oracle Fusion and Power BI*
Ability to effectively prioritise / manage workloads and deliver to timescales.
Ability to present complex data in an understandable format depending on the audience.
Excellent communication skills.
Knowledge of working in a political and customer focused environment*
Detailed knowledge of the practical application of specialised processes/procedures relevant to the role, typically gained through extensive practical experience.
Analytical skills. 
Ability to clearly explain technical issues to non-technical users 
Empathy and sensitivity to the needs of individual customers and colleagues. 
Up to date knowledge of relevant policy, technical, regulatory or professional framework relevant to the service.

	Other essential requirements

	Commitment to equality and diversity.
Commitment to health and safety.
Always display the LCC values and behaviours and actively promote them in others.
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