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Job description
Technical Officer
· Grade:		Grade SO1
· Reports to:	Assistant Director of capital Works
· Direct reports:	None
· Your team:	Property Services
· Service area:	Capital Delivery Team
· Directorate: 	Homes and Neighbourhoods/Resources

	Special requirements of the post

	Workstyle: Desk-based worker (Lower presence, one day a week minimum)
· Colleagues who are not usually client or customer-facing and can mostly work anywhere with the right technology. Regular on-site activities are required such as team events and collaboration that are more productive face to face


Our mission
Islington is a place rich with diversity and culture. As a council our sense of purpose couldn’t be clearer: we serve. It’s in the logo. We are committed to challenging inequality in the borough and as one of the largest employers we know that to look after the place and the planet, we have to look after our people. Together we can change the future. 
To do this, everyone who works at Islington Council lives by a set of values which guide us in everything that we do: collaborative, ambitious, resourceful, and empowering. They spell out ‘CARE’, which is what we think public service is all about. 


Overview of the role

The Technical Officer will provide essential support for the daily operations of Capital team under the guidance of the Head of Capital Works and under the direction of the Assistant Director. Additionally, the Technical Officer will assist the Assistant Director in managing the collection, analysis, and dissemination of performance data derived from the framework arrangements for construction services of the capital team.
The role requires a steadfast commitment to the core principles and key objectives of the London Borough of Islington (LBI), which must be demonstrated in the execution of responsibilities. Furthermore, the Technical Officer will aid the Assistant Director in delivering regular performance and expenditure reports and forecasts related to the capital programme undertaken by Property Services to Client Officers and the Capital Programme Delivery team.

Key responsibilities
1. Contribute to the preparation, monitoring, and reporting of budgets for Property Services projects.
2. Become superuser in NEC Planned and Asset Module
3. Able to create and manage Power BI dashboards for performance monitoring.
4. Collect, analyse, and maintain performance and expenditure data across all programmes in relation to accurate Time master officer input. Monitor and report on timesheet input performance across the service. 
5. Assist in the preparation of monthly and annual financial reports for management review.
6. Develop and maintain resource profiling alongside cost centre reporting systems.
7. Provide accurate financial and performance updates to client officers and management teams.
8. Support benchmarking and Key Performance Indicator (KPI) reporting in relation to capital projects.
9. Monitor the completion of project final accounts and report budgetary implications accordingly.
10. Maintain comprehensive financial records, including those pertaining to salary recharges, agency staff costs, and outsourced fees.
11. Liaise with internal and external partners to ensure the effective delivery of services.
12. Recommend and implement improvements to service procedures and record-keeping processes.
13. Ensure strict compliance with council policies, financial regulations, and relevant legislation, including Health and Safety requirements.
14. Provide training in information technology to staff and promote the efficient use of technological systems.

Additional duties: 
· To ensure that duties are undertaken with due regard and compliance with the Data Protection Act and other legislation.
· To carry out duties and responsibilities in accordance with the Council’s Health and Safety Policy and relevant Health and Safety legislation.
· The ability to undertake the duties of the post with minimal supervision.
· Effective team working, a customer focussed approach and flexible and innovative methods of working.
· Punctuality and attendance to be demonstrated.

· At all times to carry out responsibilities/duties within the framework of the Council's Dignity for all Policy. (Equal Opportunities Policy).
Budget responsibilities 
None
Compliance  
Ensure adherence to legal, regulatory, and policy requirements under GDPR, Health and Safety, Employee Code of Conduct and in your area of expertise by identifying opportunities and risks, and escalating issues as necessary.


Person specification

	Point
	Criteria description
	Essential/desirable

	1
	Experience of work as an administrator in a technical (professional) environment with knowledge of recording and monitoring project performance and technical fee information.
	Essential/desirable

	2
	Knowledge of and ability to work within Local Government Regulations and applicable statutory frameworks and to apply appropriate business management skills necessary for the delivery of high quality services
	E

	3
	Ability to communicate with and direct, both verbally and in writing, other members of staff within the office, other council departments, area offices, working parties, external clients and agencies, councillors and consultants
	E

	4
	Ability to operate access, develop and interrogate spreadsheet, database and word processing packages
	E

	5
	Ability to assist with the provision of a detailed monitoring system for reporting project progress to client services.
	E

	6
	Ability to provide a customer focussed approach in support of service delivery and operational objectives of a technical department.
	E

	7
	Ability to contribute to budget preparations, to monitor and control costs and to ensure that services are provided in a cost effective and competitive manner in accordance with business plans and within a best value framework.
	E

	8
	Ability to plan and deliver projects to a programme within budgets and fees and to monitor and control costs at all stages.
	E

	9
	Ability to collect, collate and analyse performance information and KPI’s. Identify trends and support the implementation of resultant change.
	E

	10
	Must be highly numerate, able to monitor a range of figures that are constantly moving and draw sound estimates and conclusions of outturns.
	E

	11
	Ability to adopt a flexible approach to team working, be self-motivated and to be able to demonstrate an ability to work on own initiative and meet performance targets
	E

	12
	Able to maintain a data handling system for the recording of key performance data
	E


Our accreditations
[image: ] Our accreditations include Disability Confident Leader, The Mayor’s Good Work Standard, London Living Wage Employer, Stonewall Diversity Champion, and Employer with Heart. 




image0003.png
(I disability
B confident

——— LEADER

THE MAYOR'S
GOOD WORK
STANDARD

V-

London

Living

Wage

Employer

sDIVERSITY
sCHAMPION





image0001.svg
                                                          


image0002.png
BisLINGTON




