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JOB DESCRIPTION

	Post Title
	Corporate Support Officer
	Grade
	Scale 6

	Post No
	1898
	Other Payments
	N/A

	Directorate
	Office of the Deputy Chief Executive
	Hours of work
	37 hours

	Team
	Corporate Support Services
	Contract Period
	Permanent 

	Responsible to
	Head of Performance & Engagement
	Supervisory
Responsibility for
	None

	

	Job Purpose

	To coordinate, drive and facilitate corporate business support activities on behalf of all internal customers
To lead the client role, support, and provide advice to outsourced corporate support activities
To promote and enhance the reputation of the council using all communication channels
To champion and drive improvement across the whole council

	Responsibilities and Duties

	· Provide the client liaison role for the Human Resources and Health and Safety functions, ensuring effective partnership working between the provider and each service within the council.
· Administer the council’s Recruitment and Job Evaluation process, working closely with service managers and heads of service to achieve positive outcomes for all departments of the council. 
· Overseeing the Performance Appraisal process, coordinating regular reviews to deliver continuous improvement in line with identified customer needs.
· Support and advise colleagues across the council on service review using business process re-engineering with particular focus on digitally assisted solutions.
· Be the lead officer for Apprenticeships, including the negotiation of contracts with training providers and ensuring the effective spending of the council's Apprentice Levy budget.  In addition, oversee all other training opportunities, supporting the course attendees or work-based placements as part of succession planning. 
· Contribute to the delivery and promotion of the council’s strategic objectives through effective relationships with external and internal stakeholders, including elected representatives.
· Take a proactive role in bespoke corporate initiatives and programmes, including customer research, culture change and organisational development and transformation.
· As a valued member of the team, you will provide support, advice and cover to the Corporate Team, including performance management, business planning, policy development, communications, public relations, and corporate branding.
· Ability to work to tight and conflicting deadlines regularly, prioritising own workload and ensuring these deadlines are consistently met.





	PERSON SPECIFICATION


	POST TITLE:  Corporate Support Officer

	

	DIRECTORATE:  Office of the Deputy Chief Executive		POST NO: 



	BEHAVIOURS & VALUES ESSENTIAL TO EVERY POST AT FYLDE
	METHOD OF ASSESSMENT

	CUSTOMER FOCUS
· Treat employees/colleagues as customers
· Put the customer first 
· Be professional, polite and friendly at all times
· Challenge whether the existing ways of doing things meet customer needs
	
Application / interview

	WORKING TOGETHER 
· Promote effective working across the organisation
· Accept and provide constructive challenge
· Be an effective team player
· Demonstrate the ability to learn from others
	
Application  / interview

	EFFECTIVE COMMUNICATION 
· Be open, honest and transparent in all communications
· Champion success at every opportunity
· Demonstrate the ability to listen and understand
· Never ‘badmouth’ the organisation
	
Application / interview

	PRIDE & INTEGRITY
· Take pride in working for Fylde Council
· Enjoy your chosen career
· Appreciate and value the opinions, interests and views of others
· Always represent Fylde in a positive manner
	
Application / interview

	STRONG LEADERSHIP MANAGEMENT 
· Lead by example and always display a positive attitude
· Motivate, encourage and support colleagues
· Manage change as part of the ‘day job’
· Make suggestions about how to do things better
	
Application / interview




	QUALIFICATIONS
	ESSENTIAL/DESIRABLE
	METHOD OF ASSESSMENT

	Management, leadership, or business administration qualification, or equivalent
	E
	Application

	At least five GCSEs or equivalent at grade C or above
	E
	Application

	Evidence of continuing professional/personal development or learning
	E
	Application



	SKILLS / KNOWLEDGE / EXPERIENCE
	ESSENTIAL/DESIRABLE
	METHOD OF ASSESSMENT

	[bookmark: _Hlk115352415]Experience in service improvement techniques/process re-engineering
	E
	Interview / App

	Knowledge and experience of corporate support in an organisation, e.g. human resources, health & safety, policy development.
	E
	Interview / App

	Ability to foster excellent working relationships with all stakeholders
	E
	Interview / App

	Experience in delivering great customer care
	E
	Interview / App

	Exceptional organisational and business administration skills
	E
	Interview / App

	Experience of being a great team player in the workplace
	E
	Interview / App

	Understanding of corporate communication, public relations, social media and branding
	D
	Interview / App

	Experience in performance management and monitoring of service provision
	D
	Interview / App





	Other Requirements 
Demonstrate commitment to equal opportunities together with a clear appreciation of equalities issues, inclusion and respect for others.

	
DATE: October 2025
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