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	Job Title:
	Environmental Services Support Officer

	
	Service Area:
	Environmental Services & Port Health

	
	Team:
	Food and Safety Team /Environmental Protection Team

	
	Salary:
	Band 3 – Band 4 
(scp 7 – scp 17)



Job Description


Main Purpose of Job:

To carry out a range of technical and support functions to help protect public health, food safety and hygiene, occupational health and safety and the environment and improve the health and wellbeing of the community.

To provide administrative and ICT support to the team to which the post is attached.

To assist in delivering continuous improvement in processes and practices within the team to which the post is attached and across the wider organisation, drawing upon the postholder’s detailed knowledge and experience of the team’s work. 



Our Values
You will be expected to work in line with our values which are:
	Proud - Believing in who we are, what we do and where we live

	Dynamic - Transforming the future with you in mind

	Truthful - Honest and clear in all we do

	Good Value - Delivering outstanding services, smartly & economically

	United - Whoever we work with, we work as one team







Key Responsibilities:

This is a career graded post.  Postholders will undertake the responsibilities of the role at a level appropriate to their qualifications, experience and competence, as specified in the career progression framework and in agreement with their line manager.

1. Daily face-to-face, telephone, mail and/or e-mail communication, as main point of contact with service users providing advice on technical and legal matters within the scope of the post holder’s knowledge. 

2. To participate in major corporate projects either in an Environmental Services or other capacity, depending on the project. 

3. To meet the requirements of the corporate customer service standards in all interactions with customers of the service.

4. [bookmark: _Hlk106973129]To be responsible for administration of relationships with external contractors, taking responsibility for day-to-day decisions within the terms of the contract subject to limitations agreed with the service manager. 

5. To provide assistance to front line officers in maintaining computer records, including training, quality control and correction as required.

Responsibilities Specific to the Role:

1. To recommend, develop and maintain technical documentation, templates, electronic forms, Frequently Asked Questions for Customer Services, quality documentation, leaflets and other information about the service on the intranet and the internet.

2. To collaborate with the ICT team in the development, maintenance and testing of database and other ICT systems.

3. To develop and maintain administrative, digital by default, procedures for receiving, recording and carrying-out work, implement improvements to business processes. 

4. To provide training to team members as required in the use of IT systems and application of procedures.

5. To receive, process, and issue licence and registration documents and renewals for which the service area has responsibility.

6. To maintain calibration and service records associated with equipment to the standards necessary for legal action.

7. Day-to-day administration of data and other records associated with external grant funding including producing supporting evidence according to grant conditions.

8. [bookmark: _Hlk106973849]To provide support to trainees, apprentices, work experience, students, and others assigned to the post holder for training or coaching purposes.

9. To provide support to the selection and recruitment process.

10. To maintain stocks of consumables for use in conjunction with the team’s work, including purchasing, ordering, receiving, and stock control.

11. To provide support for events organised by the team including seminars, conferences, training events, promotional activities, and other meetings. 

12. To maintain complete accurate records and information relating to the team’s work on the Council’s software systems.

Information and Reporting Responsibilities

1. [bookmark: _Hlk106975303]To assist in the collection, collation, updating, verification, submission and uploading of data for statutory and non-statutory returns to external bodies. 

2. To use systems for the storage, processing, control, management, retrieval and deletion of data and records in all formats, in accordance with good document management practice, legal requirements and retention policies.

3. To respond to enquiries under the Environmental Information Regulations, Freedom of Information Act and Data Protection Act.

4. To maintain databases of staff training records and authorisations, and reviewing, updating and generating reports as directed by the service manager. 

5. To contribute to the maintenance of records on the council’s financial purchasing systems, including negotiating with suppliers and customers on matters pertaining to orders, pricing and invoicing, within the constraints of the financial procedure rules as they apply to the post.
 
6. Preparation of management, financial and performance information as required. 

Other Duties

1. Any other duty, as directed, and commensurate with the qualifications, knowledge, experience and grade of the postholder. 

2. To undertake duties as directed to assist the Council in responding to a Civil Contingency Act emergency or business continuity event.

3. Travel to and between East Suffolk Council offices may be required.

4. To promote and adhere to the workplace values of our organisation.

Line Manager: 	Business Support Team Leader

Responsible for: 	 N/A

Political Restriction:	This post is not politically restricted.


Note:	This is a description of the job as it is constituted at June 2025 but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice of the Council to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary. It is the Council’s aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Council reserves the right to insist on changes to the Job Description after consultation with the postholder.
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CAREER PROGRESSION FRAMEWORK 

ENVIRONMENTAL SERVICES SUPPORT OFFICER 

This career grade applies to all appointed Environmental Services Support Officers.  Individuals may be appointed within the range scp 7 – scp 17 depending on qualifications, experience and competency and subject to service needs. This framework sets out the progression criteria (the specific qualifications, experience and competencies) required at each salary band.

Annual incremental progression will take place each April through the current salary band until reaching the top of current salary band, subject to the minimum levels of competence being achieved as set out in this framework. 

Progression within the salary band may be accelerated or halted dependent upon the achievement of the identified levels of competence, set out within this framework and as specified by the individual’s line manager.

Further progression to the next salary band will be dependent on performance and the achievement of the appropriate progression criteria and will be at the discretion of Head of Service taking into account all performance factors and service needs at that time and an appropriate vacancy existing in the establishment.

An individual’s experience and achievement will be assessed as part of the My Conversation process in terms of reviewing progress made in the previous year and setting targets for the following year.  If performance is not considered to be satisfactory, the manager of the team to whom the postholder is allocated may withhold progression within the current salary band.


	Grade
	EHTSO
Band 3 (scp 7 – scp 11)
	EHTSO
Band 4 (scp 12 – scp 17)

	Job Description/ Level
	
	Requirements in addition to those listed for Band 3:


	Main Account-abilities
	· Maintenance of digital information systems.
· Receives, records and allocates tasks, indexing records to electronic document management systems.
· Deals with technical queries about the team’s work in subject areas for which the assigned team is responsible.
· Maintains awareness of the team’s priorities and is able to identify urgent issues requiring immediate escalation.
· Maintains awareness of the technical specialisms of team members and to whom, how and when to refer detailed queries.
· Administrative assistance in a variety of situations including responsibility for bulk mailings to service users, organising updates to intranet and internet content on behalf of the team, and invigilation of examinations.
· Production and maintenance of registers for publication.
	· Creates and runs bespoke and ad-hoc reports from UNIform and I@W data using UNiform document templates, software such as ArcMap and database reporting tools (Seagate CR, Access).
· Responsible for maintaining and issuing Officer Authorisations.
· Collaborates with ICT team and team manager with planning and configuration of IT systems.
· Proposes adjustments to codes and templates to adapt to new working.
· Maintains template documents on UNIform.
· Responsible for maintaining staff training records

· Produce timely and accurate minutes of meetings for distribution outside the team.

	Qualifica-tions, Knowledge and Experience required
	· A GCSE at grade 4 or above in a science subject or equivalent.
· A further 4 GCSEs at grade 4 or above (including Mathematics and English), or equivalent.
· Good standard of literacy and comprehension.
· Good standard of numeracy.
· Competent in the use of Microsoft Office software products.
· Experience of using proprietary database software and electronic document management systems, preferably experience of UNIform. 
· Knowledge of social media platforms and the breadth and constraints applicable to their use in the context of a District tier Local Authority.
· Understanding of the principles of good customer service and ability to put them into practice. 
· Understands commercially confidential information.
· Understands the principles of ‘data protection’ as defined in UK law and ability to put them into practice. 
	· Knowledge and understanding of the structure and function of database software, including rules applicable to simple code hierarchies and structures.
· Knowledge and understanding of the principles of ‘mail merge’ in the context of database software.
· Experience in the successful application of database template documents to real life situations, including bulk mailings/emails.
· Comprehensive functional skills as a user of UNIform database software, across all modules covering the areas for which the postholder’s assigned team is responsible.

	Skills and Abilities:
	· Able to prioritise own workload and work to tight deadlines.
· Ability to identify and adapt to change.
· Good verbal and written communication skills.
· Ability to listen, discuss and influence others.
· Ability to work as part of a team.
· Capable of indexing documents accurately to the corporate electronic document management system. 

	· Able to create complex template documents containing data from a database, using ‘conditional statements’ to determine content, direct output to appropriate destinations (e.g. email output, printer etc.) and undertake bulk processing of documents.
· Manages data and supporting evidence associated with external grant funding and provides reports according to grant conditions.


	Analysing and solving Problems
	
	· To assist the manager of the postholder’s assigned team with development, implementation and review of policies and procedures.

	Commun-icating with others
	· Liaising with service users, organising training courses.
· Liaising with other teams within the council to exchange information and refer matters to other areas effectively and efficiently.
	· Provides training to other team members at all levels on the use of IT systems and procedures.

	Initiative & Independ-ence
	
	· Responsibility for day-to-day decisions related to administration of contracts within limits agreed with the team manager. – e.g. decisions related to necessary veterinary expenditure in connection with stray dogs

	Mental and Emotional Demands
	· Ability to work occasionally outside normal office hours.
· Able to remain patient, helpful and focussed on the needs of the customer.
· Under supervision and with assistance, able to deal with stress arising from telephone interactions with aggressive, threatening and hostile individuals.

	· Able to deal with stress arising from telephone interactions with aggressive, threatening and hostile individuals.
· Able to deal with stress arising from dealing with distress, deprivation and hardship and from coming into close contact with unpleasant sensory experiences, including the sights and smells associated with death, disease, decay, disrepair and maintain a rational, impartial and objective perspective.
· Able to deal with emotional stress associated with witnessing the consequences of cruelty to animals and maintain a rational, objective and dispassionate perspective.

	Impact on People
	· Able to prioritise incoming work based on threats to public health & public safety and threats to the environment.
· Able to signpost service users to other appropriate services.
· Able to identify safeguarding needs and escalate appropriately.

	

	Liaising with Stakeholders
	· Deal with external contractors supporting the activities of the team to which the postholder is assigned, passing instructions and requesting works within the terms of the contract.
	· Responsible for administration of operational relationships with external contractors supporting the activities of the team to which the postholder is assigned, taking responsibility for day-to-day decisions and authorising expenditure within the terms of the contract subject to limitations agreed with the service manager
· Provides advice, assistance and support to colleagues in the same role, to assist with their learning. 

	Managing budgets
	· Raising invoices and purchase orders.
· Identifying and reporting perceived exceptions or irregularities to the service manager.
	· Responsibility for a corporate credit card, managing transactions associated with it within the parameters set by the Finance Team.
· Running financial reconciliation reports for systems where business processes are subject to charges to service users.

	Managing Physical Resources
	· Scheduling the calibration of equipment used by the team and maintaining records of said calibration

	· Assisting with ordering & stock management, for consumables associated with specific tasks (e.g. sample bottles for Grp.A & Grp.B PWS sampling) 

	Working & Environ-mental Conditions
	

	· Able, subject to provision of appropriate PPE, to accompany officers to site visits in a variety of working environments for the purposes of providing assistance or gaining experience.
· Capable, subject to provision of appropriate PPE, of participating in work in intrinsically unpleasant circumstances, including the sights and smells associated with death, disease, decay, disrepair and maintain a rational, objective and dispassionate perspective.
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