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Lancaster City Council - Job Description

	Job Title:
	Administrator
	Grade:
	[bookmark: _GoBack]Grade 6
	Job Code:

	HHS0040 and HHS0038

	Job Family:
	N/A
	Job Family Group:
	N/A
	Reports to:
	Income Manager



	Job Summary

	
To provide administration and service support within the Council Housing service particularly relating to finance, administration and purchasing. 


	Direct Responsibilities 

	
· Tenancy administration: to carry out additions and amendments to tenancy accounts on the housing management system promptly and accurately, in response to internal service requests

·  Finance: to provide budget monitoring and administrative support to spending officers as required

· Purchasing and creditors: to administer the ordering and purchasing of goods and services on behalf of the service and in response to requests from RSO’s, and to collate, query, and monitor a range of creditor transactions

· Service charges: administrative support to setting of tenant service charges

· To provide administration and support to the council housing service as required

· Customer enquiries: to provide advice and information to a variety of internal and external customers – demonstrating a ‘can do’ attitude and a focus on resolving enquiries.



	Primary Objectives

	
Tenancy administration:
· Prompt creation of new tenant accounts, ending of terminated tenancies, and creation of Mutual Exchanges on the housing management system on instruction
· Amendment of tenancies on the housing management system, including in relation to succession, joint to sole, assignment, etc.
· Actioning of financial amendments to rent accounts on the housing management system, including rent refunds, Welfare Benefit refunds, and rent debit amendments upon instruction

Finance:
· Budget monitoring and provision of financial working papers as instructed
· General Ledger administration
· Calculation of budget estimates based on known financial information
· Purchasing:
· Creation of purchase orders and payment of creditors in line with corporate finance procedures
· Purchasing goods and services upon request
· Monitoring of council tax liability; arranging payment, and querying and resolving issues as required
· Monitoring of energy usage (gas and electric) via invoice information, to assist in the setting of service charges for tenants and leaseholders

Purchasing:
· Creation of purchase orders and payment of creditors in line with corporate finance procedures
· Purchasing goods and services upon request
· Monitoring of council tax liability; arranging payment, and querying and resolving issues as required
· Monitoring of energy usage (gas and electric) via invoice information, to assist in the setting of service charges for tenants and leaseholders

Service charges:
· Collation of financial and budget information to support the calculation of tenant service charges

Customer Enquiries:
· Responding to customer enquiries from tenants, residents, and other agencies, providing advice and guidance as appropriate
· Responding to internal customer enquiries from within the service, and the council generally



	Other Requirements

	The post holder must be fully competent with Microsoft packages, particularly Outlook and Excel.

The hours of work are 37 hours per week, working Monday to Friday. 

The Council currently operates an excellent Flexible Working Hours Scheme which applies to this post. Subject to the needs of this business, this may allow employees to work between the hours of 6:00am-10:30pm.


	Additional information

	General Statement
The above duties and responsibilities do not include or define all tasks that may be required of you.  Duties and responsibilities may vary without changing the general character or grade of the role.  

As a normal part of your job, you are expected to routinely undertake corporate activities on behalf of your Directorate, appropriate to grade of the role.

Learning and Development
You are expected to undertake any training and development appropriate to the current and future needs of the post.

Health & Safety at Work
All members of staff are responsible for fulfilling their health and safety roles and responsibilities, as outlined in the Job Description above. It is the employee’s responsibility to ensure that they are familiar with the Council’s health and safety policy, procedures, work instructions and relevant risk or other health and safety assessments pertinent to their work tasks, and that they carry out their work tasks in accordance with the significant findings of such. 

Equal Opportunities
Lancaster City Council is an Equal Opportunities employer and has equal opportunities policies with which you are expected to comply at all times. The City Council condemns all forms of harassment and is actively seeking to promote a workplace where employees are treated with dignity, respect and without bias.  

Community Safety
Section 17 of the Crime and Disorder Act requires local authorities to consider the community safety implications of all their activities. Officers of Lancaster City Council should have an awareness of community safety and consider any community safety implications within their own area of responsibility. 

Safeguarding
Lancaster City Council delivers a range of services and activities that impact on the lives of children both directly and indirectly. Safeguarding children, ensuring their welfare, safety and health is of paramount importance.  We are committed to providing safe and supportive services that will give children the opportunities to achieve their full potential.
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