
	Circle Anglia Future Jobs Fund programme

Vacancy Notification Form
	





	RP/ Department details (NB.  This is the contact details of the Line Manager and RP or satellite office)

	Name of employer/ organisation placing the vacancy if different from Lead FJF Bid Holder:  South Anglia

	Telephone number 01279 714787
	Fax number including STD code: n/a


	Address: Number 1 Building, The causeway, Bishops Stortford, 

	Line Manager:  Adrian Green 

	
	Position:  Head of Environment

	
	Tel no & ext:  01279 714735

	Postcode:  CM23 2ER
	E mail address:  Adrian.green@circleanglia.org


	Job location 

	Town or city:  Bishops Stortford


	Postcode: CM23 2ER

	Government region: East Herts 


	Vacancy Details

	Job Title: Neighbourhood Assistant (Environment) 

	
	 
Key Purpose:

To provide administrative support to the Environment team, in particular supporting the Contracts Manager and the Excellent Estates Project Manager, and provide a quality customer focused response to Environment customer service enquiries.

Key responsibilities:

To be responsible for the provision of administrative support to the team including:

· Assisting with the production and distribution of customer satisfaction surveys, and collating the results upon their return. 

· Preparing paperwork in preparation of meetings including agendas, and minute taking as appropriate and booking the meeting rooms 

· Ensuring that all relevant data is up-dated on a timely basis, and producing reports as necessary

· Update the housing management system and document-imaging database ensuring that accurate records and the filing system are effectively maintained

· Word processing, filing, photocopying, fax and postal duties

To correspond with customers and external agencies by phone, e-mail and in writing regarding service delivery issues and provide support for responding to telephone, e-mail and written enquiries

To ensure that performance information is updated to enable effective management of the contracts

To update/amend maps of the estates as required

To assist with inspections of our estates where required to support the neighbourhood team at times of high demand in our services

To undertake any other duties commensurate with the level of the post that may be required from time to time




