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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Team Leader (Business Support & Improvement )

	GRADE:
	MG8

	POST NUMBER:
	3069B

	RESPONSIBLE TO

	Safety and Wellbeing Manager

	JOB SUMMARY:

	To provide a lead role in day-to-day operational service provision undertaking a full and comprehensive range of management, support and administration tasks including allocating work and dealing with queries while also focusing on continuous improvement and process optimisation. 
To support other Team Leaders and officers working across the service.  

To provide hands-on support to the team where required to achieve theirs and the services objectives including undertaking any necessary support work. 
To take the lead in ensuring business support improvements, transformation and delivery of activities and programmes are planned and coordinated effectively to ensure the best outcomes for customers and officers.
To make an effective contribution to the development and achievement of the wider Environmental Health business objectives.  

	ROLE REQUIREMENTS:
	

	1. 
	To lead, motivate and develop the team to maximise performance and provide a high quality efficient and effective Business Support service. To include overseeing the operational service provision ensuring a fully comprehensive range of administration and system administration tasks are undertaken including allocating work according to priority across the team.

	2. 
	To plan, drive, coordinate and deliver positive changes within the Business Support function while ensuring that improvements align with the services and organisational goals.

	3. 
	To continuously review, maintain, monitor and evaluate systems and processes to ensure they are streamlined and eliminate duplication and develop systems and business models for ensuring value for money in all service provision ensuring technology supports and improves service delivery.

	4. 
	Develop and implement systems for measuring and reporting progress and performance and assist with the provision of a framework to continually improve service delivery and influence service redesign to ensure the business support team is continuously fit for purpose

	5. 
	To manage the Business Support team being responsible for coaching, leading and motivating them to achieve and through effective performance management ensuring they meet theirs and the services objectives.  

	6. 
	To ensure the team is appropriately resourced including the recruitment, direction, management, training and development of the individuals within the team. 

	7. 
	To provide query resolution, expert technical advice and support to the team and wider service ensuring the highest level of customer care.

	8. 
	To check the accuracy of information obtained, recorded and presented to the other teams with the service.

	9. 
	To be the key link between the team and other teams within the service, and wider council, to address operational issues and to maintain continuity of service. 

	10. 
	To respond to requests for high level advice, by maintaining knowledge of relevant legislative requirements in accordance with standard operating procedures.

	11. 
	To oversee the undertaking of database and administrative operations and to practically assist if necessary. To generate relevant reports from these databases to guide service provision.  

	12. 
	To maintain good financial records and support established financial management systems, including purchase order requisition, goods receipting and tracking and reconciling relevant expenditure within the Council.

	13. 
	To action and/or allocate requests for service and investigate complaints, as appropriate, liaising with colleagues across the services to issue advice and take remedial action as necessary.

	14. 
	To lead the channel shift for our customers to digital processes, through the implementation of new, relevant technology and to ensure the service meets its internal digital ambitions for the service and wider authority. 

	15. 
	To establish monitoring, maintenance and development of procedures and protocols to ensure the relevant administrative policies and procedures are in place to continue to deliver an accurate, consistent and timely service to all customers and ensure service provision is fit for purpose.

	16. 
	To support the development and implementation of strategies, policies and plans related to the Business Support function.

	17. 
	To deliver constant service improvements across the service through innovation and applying best practice.

	18. 
	To provide support and work as part of a team to ensure that the service achieves its ambitions in relation to commercialisation projects.

	19. 
	To participate as appropriate on assigned corporate projects and through the role specific duties outlined below help the Council achieve its wider community ambitions.

	20. 
	To prepare reports for and attend Cabinet meetings, Policy Advisory Committees or Sub-Committees, Scrutiny meetings or any task group, working group and all other meetings as directed.

	21. 
	To participate in the preparation and review of the Environmental Health Annual Service Plan, ensuring that it is consistent with the Council’s business plan and corporate objectives, audit reports and any other service reviews.

	22. 
	To actively support the Council’s key partners relevant to Community Safety and Wellbeing and wider Council Strategic goals.

	21.
	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 Council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	22.
	Emergency Planning

a) To participate as required in the Council’s Emergency Planning operations including undertaking training and exercising as directed

b) To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours.

c) To participate in the recovery stage following the emergency.

	23.
	Business Continuity
In the event that an incident has occurred which disrupts the Council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	24.
	Data Protection

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

	25.
	Health and Safety

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

	26.
	Safeguarding 

Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough. 

	27.
	Additional Duties

To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	OTHER CONDITIONS: 

March 2025 
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PERSON SPECIFICATION
	JOB TITLE:
	Team Leader (Business Support & Improvement)

	POST NUMBER:
	3069B

	SERVICE:
	Environmental Health


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS  
	· A degree in business administration or management or equivalent demonstrable experience

	· NVQ Level 4 Improvement Practitioner (Green Belt) or equivalent demonstrable experience
· Change Management certifications
· Membership of a relevant professional body 

	EXPERIENCE
	· Proven experience relevant to the requirements of this post

· Relevant experience leading a team within a similar environment
· Provision of an operational and/or technical lead role within a team
· Implementation and development of manual and computerised systems
	· Experience working within a compliance or regulatory area

· Public sector experience relevant to the field of work 
· Service improvement and redesign



	SKILLS & KNOWLEDGE
	· Leadership, administrative, organisational and prioritisation skills and the ability to thrive in a challenging environment 

· Ability to work cohesively with others organising workload and priorities to deliver work which meets agreed deadlines 

· Committed to team development and identification of on-going training needs

· Adapts quickly to working with new situations/ stakeholders/ challenges
· Strong interpersonal skills including the ability to relate well to others, communicate confidently with colleagues across the organisation and establish positive relationships across a wide range of stakeholders 
· Team Formation and Leadership
· Excellent IT and presentation skills 
	· Knowledge of Arcus Global database system
· Knowledge of how to continuously drive change and encourage others to deliver results across functional areas capturing and standardising best practice
· Knowledge of Process Mapping and Analysis, Process Capability and Performance and Root Cause Analysis

· Financial and budgetary skills appropriate to the role


	OTHER REQUIREMENTS
	
	

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

GREMMIVE

TRUSTWORTHY

Positive

Innovative

Professional Behaviour
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