

CITY OF WOLVERHAMPTON COUNCIL


JOB DESCRIPTION
POST DESIGNATION: 
Information & Assets Assistant
SERVICE GROUP:
City Assets
DIVISION:
Assets
RESPONSIBLE TO: 
Buildings Compliance Safety Manager
GRADE:
 5
LOCATION:
Flexible workstyle 
JOB PURPOSE AND ROLE
1. Supporting the Compliance and Energy teams within City Assets. This role supports two separate teams within City Assets.

2. To be part of a small team responsible for managing programmes of works relating to building safety including fire risk assessments and building safety inspections. Ensuring that the Council’s buildings are maintained to a satisfactory standard and comply with current regulations.
3. To be responsible for managing and updating of records and worksheets to meet corporate and client requirements and to monitor that all statutory requirements are complied with, including reporting on performance.
4. To provide support on a complex range of financial issues –for example various Capital Programmes and budgets.  
5. Provide support for financial issues relating to energy budgets and cost analyses.

6. Energy database management of the council estate with data manipulation and report creation. Responsible for compliance with supplier’s timescale and responding to supply issues. 
PRINCIPAL DUTIES AND RESPONSIBILITIES
1. To manage the building safety programmes, including fire risk assessments and building safety inspections. Provide support in arranging site visits, resolving any gaps in communications.

2. Be key point of contact to deal with any priority safety issues identified during on-site assessments and inspections, including immediate actions required to mitigate hazards.

3. To assign actions identified in reports received following on-site assessments and inspections to the responsible person, usually the assets maintenance team, school or Site Responsible Person (SRP).
4. Issue reports to school and SRP as appropriate, with clear statement of responsibilities and next steps required.

5. Record actions identified in reports onto action logs. Manage progress and completion of actions, seeking regular updates from the action owner. Seek support where required on complex technical issues from team colleagues, including asbestos expert and fire safety expert.
6. Maintain a management information (MI) suite and provide reports regarding progress with assessments and inspections, and progress completing actions.

7. Undertake site visits to discuss reports with school and SRP, providing support in their undertaking of responsibilities. Convey and discuss complex information.
8.
Ensure appropriate liaison with the staff of other Divisions within the Service Group and other Service Groups of the Council and its partners, other statutory bodies and agencies to ensure the competent management and execution of the Council's business.

9.
To update Asset Management database.
10.
To undertake such other duties as may be required from time to time subject to any reasonable adjustments under the Disability Discrimination Act 1995.

11.
Compliance with the Authority’s Health and Safety, Customer Care and Equal Opportunities policies.

12.
To complete the mandatory training as per the Learning Hub

13.
Wolverhampton City Council is committed to Corporate Parenting.

“Corporate Parenting is the collective responsibility of the Council to provide the best possible care and protection for children who are looked after.”
14.
Co-ordinate with other teams for access to sites across the City to provide access for energy suppliers. 

15.
Collect information about energy supplies by conducting sites visit to understand the supply layout and site supply need. 

16. 
Inputting and validation of billing data from energy suppliers. 

17. 
Issue reports upon request on energy consumption and cost analysis of sites.

18. 
To maintain the energy database from information produced by suppliers, site teams and other groups within the council and external parties. 

19. 
Book repairs, disconnections and new connections to energy supplies as required.   


CITY OF WOLVERHAMPTON COUNCIL

PERSONNEL SPECIFICATION

	JOB TITLE

	Information & Assets Assistant

	
	

	
	

	Job Purpose and Role:

1. Supporting the Compliance and Energy teams within City Assets. This role supports two separate teams within City Assets.
2. To be part of a small team responsible for managing programmes of works relating to building safety including fire risk assessments and building safety inspections. Ensuring that the Council’s buildings are maintained to a satisfactory standard and comply with current regulations.
3. To be responsible for managing and updating of records and worksheets to meet corporate and client requirements and to monitor that all statutory requirements are complied with, including reporting on performance.

4. To provide support on a complex range of financial issues –for example various Capital Programmes and budgets.  

5. Provide support for financial issues relating to energy budgets and cost analyses.

6. Energy database management of council estate with data manipulation and report creation. Responsible for compliance with supplier’s timescale and responding to supply issues. 


	FACTORS
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Qualifications
	BTEC in Engineering or Surveying or equivalent business qualification to a level 3 or relevant experience.  
	ONC in Engineering or Surveying or equivalent business qualification.
	Application Form

Production of Certificates



	Special Knowledge / Skills
	Knowledge of buildings, including electrical and mechanical systems.

Ability to manage risk identified in building surveys and fire risk assessments.

Understanding of databases 

Knowledge of a building metering systems and external energy networks. 
	Knowledge of budgetary control systems.

Ability to use CAD.

	Application Form

Performance at interview



	Personal

qualities
	Good interpersonal skills and team orientated outgoing personality.

Good interpersonal skills.

Able to work with minimum supervision.
Detail orientated. 
Good numerical skills. 


	Ability to work with large data sets and information from a range of sources. 
	Performance at interview

References

	Interests and

Motivation relevant to job
	Be self motivated and show initiative in matters relating to the Section’s work.

Able to motivate others. 

	
	Performance at interview

References



	Commitment
	Demonstrate commitment in ensuring that all work undertaken reflects the needs of Client Departments and is of high standard.  Commitment to the Authority’s Customer Care, Equal Opportunities and Health and Safety Policies.


	
	Performance at Interview

References



	Training
	Demonstrate a commitment to developing multi‑discipline skills to suite the wide range of roles of the post.


	CAD/computer techniques.  

Asset Management issues. 

Customer Care
Relevant energy training or meter / connections process experience 
	Application Form

Interview
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