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Job Description

Post Title:

Senior Administration Officer
Service:

Waste & Street Scene
Grade:
   4
Responsible To:

Waste and Street Scene Team Leader 
Job Summary:
To provide administrative and practical support to the Waste and Street Scene Team, liaise with customers, contractors and key stakeholders. Overseeing the teams financial and performance management systems and other databases.  Assist the Team Leader in understanding customer needs and develop the service to respond to them and help deliver continuous service improvements.

Main Activities:

1. Oversee the administration of financial systems relating to expenditure and income, e.g. processing purchase orders and invoices.
2. Support the budget setting process and review with the Team Leader, all fees and charges.
3. Lead on the administration of TWBC’s garden waste subscription service, reviewing systems and

        processes with internal stake holders such as our Digital Service Team and Finance, for the  

        retention and renewal of service subscribers. 

4. Calculate and review monthly invoices amount submitted by the Waste Contractor and        process accordingly once in agreement with the waste contractor’s invoice submission and 
        all other invoices are processed in a timely manner.

5.    Review and provide updates to the Waste and Street Care Team Leader of systems processes 
       on Granicus, Whitespace etc to ensure better systems usage/performance by the whole team.
6.    Prepare monthly performance service updates for Waste & Street Scene Team.
7.    Attend internal meetings with TWBC’s Comm’s and Sustainability Teams by promoting TWBC’s 

       recycling and sustainability policies and giving feedback to the Waste & Street Care Team Leader.
8.    Lead on the Waste & Street Scene team, engagement with the Amelia, Digital Services and  
       Finance Teams quarterly services review.

9.     Support the Administration Assistant to ensure the accurate inputs, processing and updating of the following systems:
· Waste data flow

· Waste tonnages

· Granicus
· Whitespace

· Efin

· Eprocurement

10.  Support the Administration Assistant in the administration and monitoring of our Clinical Waste 

       and bulky waste Services including maintenance, updating the database of service users, liaising

       with customers.
11.  Ensure the Waste and Street Scene web pages are kept up to date and current.
12.  Assist the Waste and Street Scene Team leader in identifying contractor issues by monitoring   key performance indicators and providing reports.  

13.  Attend regular meetings with the waste contractor to review service performance and to review 

       service complaints.
14.   Investigate and respond to service enquiries/complaints in a timely manner.

15. 
Attend weekly meetings with the Waste & Street Scene Team to discuss service and systems

        performance/updates.  
16.  Develop strong working relationships with external stakeholders such as Tonbridge & Malling, KCC, Parishes, litter picking group and attend meetings when required.
17.   Assist the Team Leader in maintaining good internal and external relations and ensuring the

        waste and Street Scene Service demonstrates care and respect for its customers and

        responsiveness to their needs.

18.  Provide support and training to the admin assistant.

19.
Attend meetings with external contractors and providing feedback to the waste & street care team leader.

20.
Undertake such duties as may be required by the Waste and Street Scene Team Leader or the.
       Contract Services manager, commensurate with the grade of this post

21.
To be aware of and exercise personal and corporate responsibilities under the Health and Safety at Work Act and other related matters.

22.
To be aware of and have an understanding of the Council’s Safeguarding Policy and corporate responsibilities in relation to the safeguarding of children and adults at risk.

NB
This job description is not intended to be an exhaustive list of all the tasks and responsibilities of the post.  In line with Service needs, some tasks may need to change and any changes will be made in consultation with the postholder.
