
	Post Title:
	Technical Administration Officer

	Directorate:
	Resources

	Division:
	Property Services

	Section:
	Asset Management & Estates

	Reports To:
	Senior ICT & Legislative Compliance Manager

	Location:
	Bickerstaffe House

	DBS Status:
	None

	Grade:
	Grade F



	Role Purpose

	To provide technical administrative business support to the Estates Section and system administration for the property and asset register and database.

To assist in ensuring systems relating to property occupations and statutory compliance are managed to maintain data quality.



	
Main Duties and Responsibilities

	· Responsible for supporting the Senior ICT & Legislative Compliance Manager with the development of the property information system, improving and maintaining the property information/data management system (Concerto) and GIS system (ArcGIS) in relation to the Council’s Property Portfolio, supporting the business and information needs of the Property Services Division.
· To undertake project work to implement and improve data management, developing links with other Council systems and teams where necessary.
· To create reports by analysing complex property information extracted from the system.
· To maintain user records, permissions and DMS folders in the property asset management system.
· To maintain accurate and up to date records of core property data on P2.net ensuring the integrity and security of the data.
· To plot Council’s assets on the corporate GIS system ensuring records are maintained and current, liaising with the GIS Research and Intelligence Officer where necessary.
· To support Estates Surveyors in delivering projects related to housing and commercial properties, including processing of data and monitoring the progress of property transactions.
· To respond to requests for information from both internal and external stakeholders.
· To schedule and take minutes where necessary, meetings attended by Council colleagues and partner organisations.
· To extract and collate data in order to prepare Service responses to Freedom of Information requests.



	Qualifications
	Please mark which are Essential or Desirable 
	E/D

	· Level 2 (GCSE Grade A*- C or Grades 4-9) or equivalent qualification  including functional skills, in English and Maths
· A Level / Level 3 qualification in an ICT related subject 
	E

E



	Knowledge, Skills and Experience 

Required
	Please mark which are Essential or Desirable 
	E/D

	Knowledge
· Substantial knowledge of utilising software tools or products for report writing purposes.
· Substantial knowledge of data management procedures. 
· Considerable knowledge of development, management and operation of administrative/financial systems and procedures.
· Knowledge of property related services.



Skills
· Good analytical, judgement and problem solving skills. 
· Ability to identify issues/requirements and to generate solutions to problems. 
· Good communication skills, both verbally and in writing, with ability to convey complex technical information in understandable terms to specialists and non-specialists.
· Excellent ICT skills, including the ability to extract / transform data from complex database resources. 
· Excellent report writing skills.
· Able to work on own initiative with the minimum of supervision. 
· Ability to multi-task in order to work well under pressure and meet deadlines.
· Excellent organisation and time management.
· Excellent minute taking and attention to detail skills.
· Ability to investigate records and data to respond to queries.
· Ability to work effectively as part of a team.

Experience
· Substantial experience of handling, manipulating and simplifying large, interrelated data sets.
· Substantial experience of utilising software tools or products for report writing purposes.  
· Considerable experience of development, management and operation of administrative/financial systems and procedures.
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	Vision and Values

	
Our vision for Blackpool is that we will:
Retain our position as the UK's number one family resort, with a thriving economy that supports a happy and healthy community who are proud of this unique town.

Our Priorities
We have two priorities:

· Priority one - Communities: Creating stronger communities and increasing resilience.
· Priority two - The Economy: Maximising growth and opportunity across Blackpool.

Our Values
We aim to:

· Deliver quality
· Be fair
· Be accountable
· Be compassionate
· Be trustworthy



	Equal Opportunities: 
We do our utmost to ensure that here is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of their age, sexuality, religion or belief, race, gender or disabilities.





