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	Job details

	Job title
	Senior Highway Records Data Technician 

	Job Reference
	23912

	Grade and Salary
	5 - £34,434 per annum (pro rata) 
This role includes performance related pay progression

	Service and Team
	Suffolk Highways – Highway Records

	Location
	Phoenix House, 3 Goddard Road, Ipswich, IP1 5NP – Hybrid working

	Hours per week
	22

	Status
	Permanent

	This role may offer the following flexible working options

	· Working part time hours (eg different hours/days to those advertised)
· Job sharing
· Working compressed hours (eg a nine-day fortnight)
· Term time working (including partial term-time working)
· Use of flexitime / time off in lieu
· Hybrid working options, including some home working
· Working from different Council buildings
· Working adjusted core hours (eg starting later and finishing later or other patterns)





	About us


As a modern and effective council, we understand the importance of being flexible and well-connected in the ways we work. We focus our ambitions on doing what’s right for people, our partners and our communities - both now and for the future. 

That’s why, as one of the largest employers in Suffolk, we believe in empowering everyone. Through career variety and collaborative working, accessible career paths and professional development. 

The support and care we offer encourages and enables you to be the best you can be. To make a meaningful impact on the world around you. To achieve a unique sense of pride in what you do, why you do it and where. Reimagine the possibilities.

	Main purpose of the job


To support the management of the highway network and to respond to complex search requests by researching, interpretating and managing a variety of data sets and highway records.

	[bookmark: _Hlk34906451]Suffolk Highways 


Suffolk Highways is a collaboration between Suffolk County Council and private sector service provider(s) to meet the primary objective of maintaining roads and delivering new highway infrastructure in Suffolk. 
Personnel from all organisations work as part of an alliance that aspires to be as effective, efficient, respected as possible and at the forefront of highway maintenance and improvement service delivery. 
All personnel in Suffolk Highways shall work to a shared set of values and behaviours.

	The expected values and behaviours of all Suffolk Highways’ employees


· We work together to achieve the best that we can and support one another in our work as one team.
· We look ahead so that we may better inspire each other to continually improve and take pride in what we do and the service that we provide to our customers.
· We make things happen by empowering, encouraging, and motivating our colleagues and by showing respect to all people that we work with and for.
· We collaborate and work as one team to provide the best possible highways service for Suffolk.
· We take responsibility and do what we say we will do efficiently and effectively.
· We act in a professional manner and demonstrate integrity as we strive to resolve problems and achieve positive outcomes.
· We are here for and will communicate clearly with our customers and be considerate to their needs and aspirations.
· We model our values in everything that we do.

	General role expectations


· Manage yourself and any personnel for which you may on occasion lead by taking responsibility for your own and their personnel development, motivation, performance, behaviour, health, safety and general wellbeing through the application of appropriate policies, procedures and management techniques.
· Plan and be creative in the use of resources through meaningful application of technology, systems thinking, smarter ways of working, time management and project management tools and techniques.
· Think critically and analytically to provide clarity of vision to others, make decisions and recommendations based on sound rationale, and influence the development and implementation of strategies for positive change.
· Be an effective ambassador for Suffolk Highways and deliver meaningful, convincing and motivational communications internally and externally to Suffolk Highways to a wide range of audiences.
· Work collaboratively with others to build relationships and a network of contacts that will deliver the best outcomes for people and places in Suffolk, whilst accounting for and responding to customer satisfaction and future needs.
· Respond to increasing financial pressure by being creative, innovative and cost-focused, exercising strong financial judgement and risk management to secure optimum efficiency savings, cost reductions and profitability without sacrificing service quality.
· Strongly contribute to the shaping of an asset management culture and champion asset management principles and best practices within Infrastructure Management, ensuring value for money in providing a quality service.

	What you’ll be expected to personally deliver



The postholder will undertake the functions listed below and report to the Highway Records and Traffic Survey Manager.

Highway Records
· Manage and undertake the full range of duties associated with the highway records service to ensure the register of highways maintainable at public expense is maintained and highways records enquiries are responded to in an efficient and effective manner, including working to continually improve the efficiency of the service as opportunities arise.
· Carry out research, for locations not previously researched or where existing records are challenged, and assess research material to form a view as to the status and/or the extent of the highway.  Update records accordingly.
· Explain reasoning behind highway limit determination to external/internal customers and know when to seek further guidance/assistance from others including SCC Legal Team.
· Mentor, help and guide others, within SCC, as to the interpretation of information in relation to status/extent of the highway.
· Update excel log(s) with data on enquiries being processed by the postholder so log(s) can be reviewed by the Highway Records team and used for BI Dashboard presentations.
· Continue the transfer of highway records data from paper to electronic format, while maintaining its integrity.  This will enable all our available information to be searched and used more effectively when dealing with enquiries.
· Manage and publish the list of streets as part of our statutory duty.
· Ensure that charges for highway record enquiries are recharged in accordance with financial regulations.
· Raise invoices via Oracle Fusion to enable external customer to pay for highway extent information/research or stopping up application.
· Assess, respond to and process requests relating to the stopping up of the highway and process proposed road reclassifications, as and when required.
· Ensure that any s.116 stopping up applications, which proceed to the consultation stage, are added to the Con29 schemes database, so that they can be revealed on Local Authority searches and EIR requests processed by Land Charges (SuffolkCC).   
· Provide initial comment to SCC Legal Team, from Suffolk Highways perspective, in relation to B16 and B149 Notices sent to SCC by the Land Registry.
· Seek out and provide information/documentation, as and when required, to ensure that the SCC Legal Team have the required documentation to allow highway extent challenges in Court to be defended.
· Update highway issues MapInfo layer with details of s38/278 agreements and highway encroachments.
· Augment information regarding an encroachment detailed on the highway issues layer, by reviewing history, advising and updating layer, if required.  Seek further comment, from others, if review of information is inconclusive.
· Update commons and village greens MapInfo layers, as requested by SCC Legal Team. 
· Prepare some technical responses, relating to highway records, on behalf of the GHI Director and SCC Chief Executive, as required.
· Update Insight as required in relation to customer reports.
· Network with other local authorities’ highway records officers, sharing good practice and knowledge.
· Update and supply Mapinfo tables to IBC for use with SLA.
· As a Superuser for Con29 to
· Evaluate existing schemes on Con29 schemes database, when queried, typically by Land Charges, to see whether they need updating or removal from view and make any necessary changes.  Seek third party input if assessment is inconclusive.
· Add and update new schemes to Con29 schemes database, if required.
· Also, to
· Provide guidance to others adding schemes to Con29 schemes database, if required, to ensure that schemes can be revealed on search and EIR enquiries under correct Con29 question.
· Provide comment and feedback, from proposed stopping up order perspective, as to any new system proposed to replace the Con29 schemes database.
· Compose guidance notes, for the Highway Records Team, to assist them with any of the above, as and when required.

Collision Data Management
· Act as a primary point of contact for enquiries regarding collision data.
· Register reports and act as first point of contact for fatal accident data.
· Management of accident database (AccsMap) including uploading monthly data received from Suffolk Police ensuring compliance with GDPR.
· Liaising with Suffolk Police, the software supplier and SCC IT as required on any system upgrades and data maintenance issues.
· Ensuring the provision of collision data is undertaken in a timely way in the required format both internally and externally.
· Ensuring data requests are recharged in accordance with SCC financial procedures.

Supervision
· Some supervisory responsibility for other staff, including contributing to selection and training of new staff.
· Act as Mentor for apprentices and less experienced staff.
· Act as a lead for a function, managing daily workloads and setting priorities for others involved in that function.

Team Activities
· Continuous improvement in the delivery of activities within the team.
· Contribute to team meetings.
· Organise / provide training for others.

Although this list provides examples of what you will be doing it’s not intended to be exhaustive, and you will have personal objectives linked to our People Plans and Strategies that will be discussed and agreed with your line manager when you start.
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Qualifications and professional memberships
1. Relevant degree or level 4 qualification or evidence of an equivalent level of knowledge.
2. Leadership / supervisory qualification.

Values and personal qualities
3. Demonstrates a passion for making a positive difference for Suffolk.
4. [bookmark: _Hlk68683140]Shares our WE ASPIRE Values and strives to lead by example in relation to these.
5. A strong commitment to fairness and Equality, Diversity and Inclusion (EDI).
6. Strives to continuously improve in everything they do, taking the initiative to learn and develop.
7. Brings creativity into their work through innovation and openness to change.
8. Collaborates well with others and offers assistance and support to colleagues.

Specialist knowledge skills and experience
9. Demonstrate extremely high levels of accuracy and attention to detail.
10. Demonstrate in depth understanding and extensive experience of database systems (e.g. Insight, AccsMap, Oracle Fusion).
11. Highly proficient in the use of Microsoft Office applications, in particular Excel, Work and Outlook, to manage workload and communicate results to external customers, colleagues, solicitors and Councillors.
12. In depth knowledge of Highways Act 1980 and established principles of highway law as it relates to highway records service.
13. Ability and knowledge to appear in court as an expert witness, as required.
14. Typically, at least 5 years of experience working with highway records information.
15. Extensive knowledge of geographic information systems and experience in the use of MapInfo.
16. Highly accurate map reading and interpretation skills.
17. Experience in converting empirical to metric scales for detailed alignment of highway from older maps.
18. Proven ability to understand and assess information obtained from a considerable variety of sources (e.g. legal documents, historic maps etc.)
19. Skill to rethink evidence and challenge interpretation of information.
20. Proficiency in solving complex problems and presenting results to a range of audiences.
21. Considerable experience in dealing with a range of customer service enquiries.
22. Demonstrate a high level of customer service skills to deal with high volumes of enquiries and conflicting priorities.
23. Experience in assessing, responding to and processing requests relating to the stopping up of the highway
24. Knowledge to process proposed road reclassifications, as and when required.  
25. Proven ability to successfully prioritise and organise own short and medium-term workload in accordance with agreed objectives.
26. Effectively manage a programme of work / other staff, including training and mentoring of new staff and apprentices.

Additional requirements 
27. Adeptness at communicating clearly, both verbally and in writing to a range of audiences, including training others.
28. Ability to present information in plain English.

If you think you have what it takes to be successful in this role, even if you don’t meet all the criteria, please apply. We’d appreciate the opportunity to consider your application.

	Travel requirements



On occasions, there may be a requirement for you to travel using reasonable and suitable means available to you.

	Our values – WE ASPIRE
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At Suffolk County Council our WE ASPIRE values set out the behaviours we expect from everyone in the organisation regardless of who they are, what their role or grade is or where they work.

The values have been developed through feedback and input from employees at the council and underpin how we go about our everyday work.  They define us and help us to be the best we can be.

Visit our careers pages for more information on our WE ASPIRE values.

	Our Customer Commitment
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In addition to our WE ASPIRE values, we also have a Customer Commitment which sets out a number of strong principles that help support high standards of customer service and care that we can all endeavour to consistently demonstrate. 

For more information, view our Customer Commitment poster.

	More information for recruitment applicants



We offer a fantastic working environment including diverse and active staff networks,
great flexible working options and many benefits, as well as the opportunity to improve the lives of Suffolk residents. 

Visit the Suffolk County Council career website to learn more, including information about adjustments to recruitment processes, our interview schemes and other commitments to equality, diversity and inclusion.
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