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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Business Support Lead – Stour Environmental Credits Ltd.

	RESPONSIBLE TO

	General Manager

	JOB SUMMARY:

	Providing a comprehensive range of support for the operational business activities of Stour Environmental Credits whilst ensuring excellent customer service. 

	ROLE REQUIREMENTS:
	

	1.
	Support the General Manager and SEC Directors by providing day-to-day business administration associated with generating and trading of environmental mitigation.

	2.
	Be the first point of contact for responding to and maintaining accurate enquiry records responding to environmental mitigation enquiries, dealing with the initial contact from housing developers and providers of environmental mitigation, primarily through email correspondence and the Company’s Customer Relationship Management (CRM) system.

	3.
	Work effectively alongside colleagues in Stour Environmental Credits Ltd to track forthcoming planning applications and their requirements for environmental mitigation.

	4.
	Work alongside colleagues in SEC to support the trading of environmental credits to the development sector.

	5.
	Support with the recording and tracking of environmental mitigation secured by SEC and undertake monitoring activities associated with different mitigation schemes, including the reconciliation of environmental mitigation and credit sales.

	6.
	Provide administrative financial support to SEC, using the financial information system to calculate payments due for nutrient credit purchases and process invoices efficiently, handling confidential financial and personal data. 


	7.
	Generate Purchase Agreements to ensure environmental credits are sold in accordance with the legal agreements that set out the terms and conditions of sales. 

	8.
	Log comprehensive details of issued Credit Certificates to developers and produce and maintain spreadsheets to support reconciliation of mitigation and credit sales. 

	9.
	Prepare and maintain an accurate documented set of procedures for SEC work processes.  Assist in the development and management of systems for the administration, recording, monitoring and trading of environmental credits. 


	10.
	Arrange and coordinate project and board meetings including collating and preparing agenda documents, arranging meetings and taking and distributing minutes. 

	11.
	Provide statistical information as and when required and assist in the preparation of reports including the Annual Monitoring Report for stakeholders and the NEC Board as appropriate. 

	12.
	Undertake research, investigate and analyse data for the General Manager and SEC Board. 

	13.
	To liaise with developers and the Company Lawyers where necessary for the preparation of credit sale agreements.

	14.
	Equal Opportunities
a)
To promote equality of opportunity in employment and service provision, and eliminate unlawful discrimination.

b)
To recognise that people have different abilities to contribute to the Company’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	15.
	Data Protection

To ensure that data quality and integrity is maintained and that data is processed in accordance with the Company’s policy, the Data Protection Act, the Freedom of Information Act, and other legislation.

	16.
	Health and Safety

All employees have responsibilities under The Health and Safety at Work Act 1974.  These responsibilities are laid out in the Company’s Health and Safety Policy, available on the Intranet or from Personnel.

	17.
	Additional Duties

To undertake any additional duties of a similar level of responsibility as may be required from time to time.
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PERSON SPECIFICATION
	JOB TITLE:
	Business Support Lead – Stour Environmental Credits Ltd.


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	Educated to a good standard of GCSE level (five GCSE passes including Grade 4 / C or above in Maths and English).
	Level 3 Business Administration or equivalent.

	EXPERIENCE
	Strong experience of using and updating databases and spreadsheets to maintain accurate data.
Demonstrable experience of producing clear and concise written material of a standard appropriate for the audience. 

Experience of using financial systems similar to Quickbooks.
	Experience of working within a project-based environment evidencing delivery of outputs and outcomes to a defined budget and timescale. 

Experience of arranging meetings, sending papers and taking minutes.


	SKILLS & KNOWLEDGE
	Proven ability to communicate effectively with both internal and external customers using a variety of communication methods including verbal, written and face to face communication.
Proven customer care skills and the ability to handle difficult customers to resolve issues, with the ability to identify when it needs escalating to a different member of the team.

An ability to prepare reports which may need to be presented orally and in writing, and be able to deal with any subsequent enquiries. 
Be able to demonstrate ability to work to tight deadlines demonstrating strong organisational and prioritisation techniques.

Proven skill of working both independently and within a small team. 

Proven adaptability and willingness to multi-task, manage workloads and prioritise effectively across service areas, ensuring accuracy and attention to details is maintained to a high level at all times. 

Methodical approach with attention to detail and accuracy.

Experience in financial management including processing invoices for payment and recording and allocating income received by the company.
	Evidence of well-developed administrative skills with the ability to operate a variety of IT systems at one time. 
The ability to gain in depth knowledge or procedures and legal requirements and their practical application.  

	VALUES AND BEHAVIOURS
	Passionate and flexible
Trustworthy and respectful

Customer focused

Collaborative
	Entrepreneurial and commercial.

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  








	KEY COMPETENCY AREAS

	Our Competency Framework has been developed and reviewed over several years in order to achieve a set of professional and key behaviours that our team display every day within our roles. 

It applies to every member of staff, regardless of their role or service that they work for. It considers best practice but also the level at which our team members work in different areas of their job. So although the competency itself will apply to all levels, how it is evidenced within the individual job role may vary.

The competencies will be used for:

Recruitment and Selection – interview questions will be based on these key behaviours to ensure we are bringing the right people into the organisation.

Performance management including appraisals – to keep checking that we are all displaying the right behaviours that will ensure the success of the council’s aspirations

Training and development – to help our teams and individuals focus on developing key behaviours and characteristics
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AMBITIOUS

| under our three values which are integral to the way we do things around here:

GREMMIVE

TRUSTWORTHY

Positive

Innovative

Professional Behaviour

Continuous Improvement

Open to Change

Accountable

Commercial and
Enterprising

Decision Making and Problem Solving

Communication
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