

SCOTTISH ENVIRONMENT PROTECTION AGENCY

JOB SUMMARY 

A
JOB IDENTIFICATION

	JOB TITLE


	Administration Officer

	REPORTS TO


	Falkirk,Alloa,Stirling,Perth Unit Manager

	PORTFOLIO

	Regulation

	LOCATION(S)                            


	Flexible, although attendance in the central region will be required on a infrequent basis to support training events. 



	POST STAUS

	SEPA is happy to consider flexible work arrangements and we proudly use the “Happy to Talk Flexible Working” logo on all our job vacancies. If you want to work part-time or through some other flexible arrangement, we strongly encourage you to apply.


B.  
MAIN PURPOSE OF THE JOB

	Providing a high quality, effective and efficient administrative and support service in accordance with SEPA systems and procedures. The role will have a particular focus on supporting SEPA’s new Trainee Environment Protection Officer programme.


C.  
KEY AREAS OF RESPONSIBILITY

	Key Areas of Responsibility


	Time (%)

	· To provide an administrative and secretarial support service, with a particular focus on supporting the Trainee programme.
· Competently deal with enquiries and correspondence from candidates in relation to the Trainee programme, in liaison with the unit manager;
· Provide logistics support for the Trainee programme by arranging meetings and workshops, booking travel arrangement, and materials ordering. 

· Assist with minute taking; preparing training materials; collating induction packs;

· To review and format letters and correspondence to external customers in accordance with SEPA procedures and templates, on behalf of Units supported, acting in a confidential manner.
· To be responsible for input, maintenance and interrogation of records systems both manual and electronic.

· To carry out any other reasonable duties as required including providing cover where appropriate.
	


D.  
COMMUNICATIONS AND KEY WORKING RELATIONSHIPS
	Internal – close liaison with team members and all SEPA staff.  Verbal and written communication.  

External customers – members of the public, regulated bodies, suppliers and contractors.  




E.
DIRECT REPORTS
	None


 Person Specification
1) KNOWLEDGE AND TECHNICAL SKILLS 

Indicates the type of knowledge and skills essential or desirable to do this job and the level required using the indicators below.

(1) Significant expert knowledge

(2) Specialist knowledge

(3) Routine but detailed knowledge

(4) Knowledge of

Or not applicable (N/A)

	Type of Knowledge/skills (please specify detail below under broad headings)
	Essential
	Level
	Desirable
	Level

	SEPA Organisational Knowledge

Namely: 


	N/A
	
	
	

	Scientific/Technical

Namely: Use of Systems such as Microsoft office

	Yes

	3

	
	

	Managerial

Namely:


	N/A
	
	
	

	Legislation

Namely: FOI/Data Protection Act


	
	
	Yes
	4

	Other Key Skills

· Planning and Organising work to meet regular deadlines

· Working flexibly with ability to prioritise

· Good basic literacy skills
· Team working

· Customer focus
	Yes

Yes

Yes

Yes

Yes


	3

3

3
2

2


	
	


2) QUALIFICATIONS

Indicate the area and level of qualifications (if any) essential or desirable to do this job

	Type of Qualification
	Essential
	Desirable

	S/NVQ Level 2 in admin or equivalent, or in the absence of a qualification minimum of 2 years relevant experience


	Yes
	


3) EXPERIENCE REQUIRED
Indicate the type and likely length of experience essential or desirable to do this job

	Type of Experience
	Essential
	Length
	Desirable
	Length

	Customer service         experience
	Yes
	2
	
	

	Liaising with all levels of customers
	Yes
	2
	
	

	Data Inputting / Word processing 
	Yes
	2
	
	

	Knowledge and practical use of IT packages, especially Microsoft Office Suite and Microsoft Exchange
	Yes
	2
	
	

	Minute taking
	
	
	Yes
	1


4) COMMUNICATION SKILLS

	Type of Communication (please specify detail below under broad headings)
	Essential
	Desirable

	Written communication

Namely: Basic responses to routine enquiries
	Yes
	

	Report writing

Namely:


	N/A
	

	Oral communication

Namely: Excellent communication skills and a strong customer focus and a good telephone manner.  Tactfulness, diplomacy and confidentiality essential.


	Yes
	

	Presentations

Namely: Production of presentations


	
	Yes




