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	Job Title
	Operational Support Officer
	Post Number
	ES588, ES633, ES687, ES843 

	Grade
	Grade 4
	Service Area
	Environmental Services

	Special Conditions 
	
	Additional Benefits

	Casual Car User

	Authorised by
	Director of Economy and Environment
	Date
	April 2026



Job Purpose
	The purpose of this role within the Council is:
	To provide high level business and administrative support to MHDC Environmental Services depot and to ensure efficient and customer focused delivery of operational services in accordance with the Council’s corporate objectives and targets. 
To be responsible for telephone and email communication with residents of Malvern Hills District relating to the services provided by the Environmental Services Depot. 

	Responsible for demonstrating commitment to working in line with the Councils' values


	Responsible for championing and demonstrating the Council’s Leadership Behaviour Framework

	The postholder works for:
	Administration and Amenities Manager

	The postholder manages \supervises:
	None





	
Key Accountabilities (All accountabilities will be carried out in line with the Council’s policies, procedures and relevant regulations and legislation)


	
1
	To provide efficient and effective administrative, operational and business support to MHDC’s Environmental Services Depot. 

Main tasks include (but are not limited to):
· Administration of local I.T Systems such as employee clocking in system, customer contact system and local scheme databases.
· Answering and logging of resident calls relating to waste services and other Environmental Service areas. 
· Administration of Environmental Services email inboxes and responding to email queries/complaints from residents.
· Dealing with financial queries relating to Environmental Services purchases
· Raising of purchase orders
· Providing HR related support to frontline staff (permanent and agency)
· Maintenance of records in line with Council’s Document Retention Plan and in accordance with GDPR legislation.  
· General administration duties (filing, photocopying, scanning etc.)


	
2
	To be responsible for the effective administration of the Depot’s:
· Ordering and stock monitoring of PPE/uniform.
· Ordering and monitoring of stationery cupboards
· Ordering and stock management of bins (Refuse, Recycling, Garden and Commercial)

	
3
	To assist with the administration and management of schemes and business systems operating within Environmental Services (e.g. Garden Waste, Commercial Waste, Bulky Waste, Grounds Maintenance, Street Cleansing etc.)

	
4
	To liaise with customers to ensure delivery of high level of customer satisfaction including timely investigation and resolution of customer complaints. 


	
5
	Cover for the Administration and Amenities Manager, as required.

	
6
	To assist in covering for the Recycling and Waste Shift Managers and the Streets and Amenities Officer with administrative support as and when required.






NOTES:

1. Duties will inevitably develop and change as the work of the Council changes to meet the needs of our customers.  Employees should therefore expect periodic variations to job descriptions, and the Council retain this right.  This job description will be supplemented on a regular basis by individual objectives derived from Council strategies.

2. Where an applicant or an existing employee is or becomes disabled (as defined by law) and inform the Council fully of their requirements reasonable adjustments will be made to the job description wherever possible. 
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	Qualifications (or knowledge and experience at an equivalent level)

	Essential
	Desirable

	Good general education background including good level of numeracy and literacy 
	E
	

	Educated to GCSE level or equivalent
	E
	

	ECDL (or any formal I.T qualification relating to Microsoft applications.)
	
	D




	Experience

	Essential
	Desirable

	Experience of providing administrative support to a multi-disciplinary organisation
	E
	

	Experience supporting and/or using Financial applications – e.g. Civica Financials
	E
	

	Experience of raising purchase orders
	E
	

	Telephone and email customer service experience
	E
	

	Experience of liaising with members of the public in a professional capacity
	E
	




	Skills Required

	Essential
	Desirable

	Excellent IT skills, including Microsoft Office applications (particularly Microsoft Excel)
	E
	

	Excellent interpersonal skills
	E
	

	Excellent verbal communication skills
	E
	

	Ability to manage potentially volatile telephone calls
	E
	

	Effective and confident written communications skills
	E
	

	Ability to work as part of a team
	E
	

	Ability to deal with confidential matters sensitively
	E
	

	Excellent organisational skills
	E
	

	Good time management skills
	E
	

	Ability to work outside normal office hours when required
	E
	

	Experience of working in the public sector.
	
	D

	I.T systems management
	
	D

	Ability to travel throughout the district
	
	D




	Behaviours
	Essential
	Desirable

	Flexible approach to a variety of work
	E
	

	Strong customer focus
	E
	

	Commitment to improving services
	E
	

	Flexible and adaptable
	E
	

	Motivated, realistic and positive
	E
	



Note: Applicants who are disabled (as defined by law) will be guaranteed an interview if they meet the essential criteria provided that this information is noted under the relevant section of the application form.
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