	Service Area:
	Transformation

	
	

	Job Title/Grade:
	Information Officer (Scale 2-4)

	
	

	Responsible to:
	Customer Services Manager

	
	

	Our Culture & Values:
	All job roles at Rochford District Council require the post-holder to be flexible and proactive in their approach. Being customer focused and willing to maximise your potential at work are expected. We all work together to achieve the very best for our residents which sometimes means getting involved in projects and trying new tasks outside of your day to day job role. We love our staff to suggest new ideas and to have enthusiasm to try out new experiences. 



	 Main Responsibilities

	 To staff the Council’s reception areas and provide a professional high quality, welcoming and efficient front of house and switchboard service.

	[bookmark: _GoBack] To be the first point of enquiry to all visitors at reception, providing information and advice on the diverse range of Council services, in an accurate and consistent fashion.

	 Co-ordinate housekeeping arrangements and help maintain a clean and tidy reception area, ensuring that literature/leaflets on display are current and relevant, and stocks are maintained.

	 When operating at the Information Centre at the Civic Suite, manage the booking arrangements for rooms in that building and set up/clear away catering facilities in the meeting rooms, as required.

	 To provide cover at either of the reception facilities as required.

	 To operate the Council’s switchboard.

	 Maintain own knowledge to ensure the provision of timely and appropriate information on Council and partner organisation services in response to customer enquiries.

	 Maintain the information and recording systems associated with the front of house service.

	 Provide support to colleagues through having a flexible approach to work and customer service.



	Job Description
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	Corporate Responsibilities

	 To observe all of the requirements of Safeguarding and to report any potential Safeguarding concerns in accordance with the Council’s Safeguarding Policy.

	 To comply with all appropriate legislation and Council policies including the Officers Code of Conduct, Health and Safety at Work, etc. Act 1974 and the Council’s Health and Safety Policy and procedures.

	 To support the Council’s Equalities & Diversity Policies.

	 All staff may on occasions be required to support the Council to deal with emergency situations affecting the community we serve. In the event of such an emergency or, of a rehearsal for such an event, the Postholder may be required to attend at times and at locations outside of the norm for the post and to adopt the duties directed by the Officer in Charge for the duration of the emergency situation.

	 To contribute to project work arising from the Business Plan and to undertaken any other reasonable duties as may be required from time to time by the Line Manager/ Leadership Team.



	Review

	The duties and responsibilities of this post may vary from time to time according to the changing requirements of the Council. The job description may be reviewed at the discretion of the relevant Assistant Director in the light of those changing requirements and in consultation with the postholder. In any event, the Head of Paid Service reserves the right to review and amend the job description.





	
Signed (Postholder):                                                                  Dated:








Personal Specification
	Post
	Information Officer



	Essential Requirements

	Qualifications

	 Good standard of education e.g. G.C.S.Es/ O’levels or equivalent including Maths & English

	Knowledge and Skills

	 Effective at analysing information and resolving problems

	 Effective listening skills

	 Sound organisational skills

	 Excellent verbal communication skills both on the telephone and face to face

	 Good working knowledge of Microsoft ‘Office’ software – Windows, Word, Excel and Outlook

	 Understands why equalities and diversity is important and can apply this in the workplace

	Experience

	 Administration procedures and systems

	 Working in a direct customer service delivery environment

	Ability

	 Able to prioritise work appropriately
 Able to work to deadlines and work under pressure
 Flexible, pro-active and adaptable
 Effective team working. Sharing ownership, team goals and workload
 Commitment to maximising potential and continuous improvement of self and of service
 Able to contribute positive suggestions and willing to take forward
 Able to establish and maintain effective relationships with people at all level

	 Able to demonstrate a commitment to customer service



	Desirable Requirements

	Qualifications
· Relevant Customer Care Qualifications

	Knowledge and Skills
· Knowledge of the District

	Experience

	 Frontline reception/information centre

	 Local Government
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