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Job Description
Job Title:	Establishment Control Officer
POSCODE: 	HAY01367
Grade: 	G
	Overall Purpose of Role



To provide a range of high quality administrative support, delivering excellent customer service by giving the customer the best possible experience. Providing accurate information and support in response to customer queries according to agreed procedures, practices and regulatory and legislative requirements.

To ensure an integrated approach to establishment, finance and transactions through assisting with the implementation of new technologies, methodologies and processes that meet the needs of the Trust and stakeholders.

	Main Accountabilities

	
1
	Provide operational services within the Establishment Control team for Northamptonshire Children’s Trust relating to the hierarchy within the organisation.  Responsible for ensuring that efficient, accurate and timely end-to-end processes are adhered to.

	
2
	Respond to and resolve service requests and queries ensuring operational service priorities are met through ownership, adhering to agreed service standards and according to operational procedures

	
3
	Responsible for investigating and resolving service queries, suggestions and compliments, escalating any complaints in accordance with the relevant procedures. To include centrally logging forms on ERP Gold on behalf of managers.


	
4
	Take responsibility and ownership on areas of the service where improvements could be made by making recommendations and implementing agreed changes to improve efficiency.


	
5
	Support system implementations including conducting system testing and delivering training to staff on new system processes where applicable.


	
6
	Work as part a team supporting your colleagues, the wider service and collaboration with establishment control team for West Northants Council


	
7
	Work collaboratively on projects that support developments and improvements for the service in a professional and positive way.

	
8
	Manage own workload, processing high quality information / data accurately and in a timely manner. 

	
9
	Carry out any other duties which fall within the broad spirit, scope and purpose of this job description and which are commensurate with the grade of the post.


	10
	To demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs.  

	11
	To ensure that reasonable care is taken at all times for the health, safety and welfare of yourself, others and to comply with the policies and procedures relating to health and safety with the Trust.



Safeguarding commitment (Include for roles involving work with children/vulnerable adults)
We are committed to safeguarding and promoting the welfare of children and young people/vulnerable adults.  We require you to understand and demonstrate this commitment.

Person Specification
	Qualifications, Knowledge, Skills and Experience


Minimum level of qualifications needed for this post
	Qualifications Required
	Subject
	Essential/Desirable

	Education and Qualifications



	Educated to GCSE / NVQ Level 2 or equivalent or experience gained in a similar or related service  
	
Essential 




Minimum levels of knowledge, skills and experience required for this post
	Attributes
	Details
	Essential/Desirable

	
Knowledge and Experience

	· Experience and proven ability to identify service improvements to current processes and manage change in a controlled way

· Proven customer service background with experience of conflict resolution, negotiation and diplomacy skills

· Experience of working in a customer focused role in a fast paced environment 

· Excellent IT skills with good knowledge of Microsoft office applications

· Ability to work with internal and external stakeholders to support the delivery of the HR Transactions in line with the annual service plan

· Ability to communicate effectively both verbally and in writing in order to achieve desired outcomes and be able to influence and negotiate when advising and supporting customers/users

· Experience and knowledge of ERP system

.
	Essential




Essential




Essential



Essential



Essential





Essential

Essential







Desirable

	
Ability and Skills
	· Ability to build and maintain good working relationships with a wide range of colleagues, internal and external service users to deliver the service

· Ability to manage and prioritise your own workload

· Ability to understand and interpret national legislation, policies and guidance to ensure processes are compliant with national requirements 

· Able to collate, produce, and present information relating to establishment activities using statistical data to enhance understanding. decision making and producing reports for Senior Leadership Team.


	Essential





Essential


Desirable





Essential

	Equal opportunities
	Ability to demonstrate awareness/understanding of equal opportunities and other people’s behaviour, physical, social and welfare needs
	
Essential

	Safeguarding (include for roles working with children/vulnerable adults)
	Demonstrate an understanding of the safe working practices that apply to this role. 
	
Essential



	Disclosure level

	What DBS Level is required for this post?

	None					☒

	Standard				☐

	Enhanced Child Only			☐

	Enhanced Child/Adult Bar		☐

	Working Arrangements

	What work type does this role fit into? (tick one box that reflects the main work type, the default workers type is flexible)

	Fixed					☐

	Flexible				☒

	Field					☐

	Home					☐
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