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	Reports to:
	Senior Markets Officer
	

	Employee Supervision:
	None
	Grade:
	3
	Profile Ref:
	58798

	Purpose of the Post

	Responsible for general office administration, organisation and record keeping. Responsible for collating data for performance monitoring, fraud prevention and budget and income monitoring.



	Responsibilities

	· To undertake reception duties and assist in dealing with all general, public, trader, tenant, lessee and contractor enquiries and complaints.

	· To receive lost property, issue receipts, prepare records and associated correspondence and re-issue claimed property in accordance with agreed procedures.

	· Monitor income/ expenditure records, assisting with correction of invalid postings/ journal requirements and internal recharges, providing regular reports and assisting in the recovery of trader/ tenant arrears, debts and charges.

	· To manage central market traders quarterly electric accounts, arranging meter readings, calculating charges, raising bills in accordance with agreed procedures.

	· Raise sundry invoices for the use of service facilities, equipment and labour by third parties.

	· Maintain, collate and produce computerised monitoring data and statistical information with regard to performance standards and management control systems.

	· Maintain records and files and complete necessary documentation in accordance with agreed procedures.

	· Assist in the tender and assignment processes for market hall units and in the maintenance and updating of licence and tenancy agreements.

	· Monitor and control re-ordering of office stationery and equipment, ensure collection, recording and distribution of market post and manage/ update central market inventories.

	· To be familiar with the operation of the centre’s public address system/ radio telephone system and to positively participate in the fire evacuation procedure.

	· Ensure health and safety standards are maintained in accordance with safety policies of the Authority.

	· To carry out similar duties commensurate with the grade of the post as may be reasonably requested by management.


	Education and Training
	Measure
	Rank

	· IT Literate
	A
	E

	· 4 x GCSE’s (grades A – C) including Maths and English or equivalent qualification
	A/I
	E

	Relevant Experience
	Measure
	Rank

	· Experience of cash handling
	A/I
	D

	· Experience of working in an administrative/ financial role
	A/I
	E

	· Experience of working within retail and/ or commercial business
	A/I
	D

	General and Special Knowledge
	Measure
	Rank

	· Knowledge of financial/ administrative systems and procedures
	A/I
	E

	Skills and Abilities
	Measure
	Rank

	· Good numeracy skills
	A/I
	E

	· Good communication and  interpersonal skills
	A/I
	E

	· Ability to work on own initiative and as effective member of a team
	A/I
	E

	· Ability to ensure effective work planning and delivery and to meet deadlines in a busy work environment
	A/I
	E

	· Awareness of customer care issues
	A/I
	E

	Additional Requirements
	Measure
	Rank

	· Willing to work flexibly in accordance with policies and procedures to meet the operational needs of the Council.
	A/I

	E


	· Willing to undertake training and continuous professional development in connection with the post.
	A/I
	E


