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Job DescriptionPRIVATE 

JOB TITLE



:
Technical Officer (Trees) 
GRADE



:
6
POST NO



:
4197
SERVICE



:
Public Realm

UNIT




:
Commercial Operations
REPORTS TO



:
Tree Manager
RESPONSIBILE FOR


:
NA
LIAISON WITH


:
Members, Staff of the Council and other Organisations, statutory undertakers, contractors, local interest and Voluntary groups and members of the public
PURPOSE OF JOB


To advise and assist the Tree Manager in the efficient running and management of all resources relating to tree management.
MAIN ACTIVITIES

1. Assist the Tree Manager in the delivery of the Council’s Tree management, with particular focus on associated Green Infrastructure strategies and initiatives. Co-ordinate information linking to Planning issues such as TPOs, Conservation areas and tree management in relation to developments.

2. Undertake site visits to investigate and determine tree related issues. Provide co-ordinated tree enquiry management to ensure prioritised responses are managed through to an end process where enquirers are informed of the outcome. Liaise with clients, members and the public as appropriate. Ensure responses to general correspondence and councillor enquiries meet corporate timescales. Assist in dealing with a range of enquiries into the section.
3. Undertake day to day contract administration and work planning under the instruction of the Tree Manager. Ensure that administrative and financial procedures and records relating to the day to day delivery of the service are adhered to at all times and that information is available as required. Undertake contractor monitoring including raising orders, invoice and payment control.

4. Organise and monitor the cyclical work programme by management of workflow and prioritisation of work. 

5. Administer the tree inspection regime, with reference to audit and quality control mechanisms, to guide risk management and decision-making.  Inspection intervals are set by the database, based on a range of criteria.  
6. Oversee the maintenance and updating of the Tree Management software and databases, including tree stock surveys, plotting and recording on GIS and associated data management systems.
7. Under the guidance of the Tree Manager, co-ordinate the tree planting programme, ensuring continuous development of planned planting through the year in response to further information becoming available. Assist with the development of urban and community woodlands.  
8. Provide information and tree management responses in context with other criteria such as associated strategies, future planting schemes, and prioritisation of work.
9. Keep an overview of Health & Safety and Welfare issues relating to trees within the responsibility of the council, advising the Tree Manager accordingly.
10. Provide data regarding performance monitoring of the service, including managing issues arising from the unsatisfactory completion of work.

11. Co-ordinate the promotion and publicity of tree and woodland issues.

12. Assist with any other compatible duties within the Section, including providing cover for other officers’ duties during peak periods and absences from work.

13. To support operations across the whole Public Realm service where required

14. Such other duties relevant to the post and grading relating to the job description overall which may from time to time be deemed appropriate.

DATE LAST UPDATED:  August 2017

Person SpecificationPRIVATE 

JOB TITLE
:
Technical Officer (Trees)
GRADE
:
6 
POST NO
:
4197
SERVICE
:
Public Realm
UNIT

:
Commercial Operations

	SELECTION CRITERIA
	ESSENTIAL

(
	DESIRABLE

(
	CATEGORY

	QUALIFICATIONS & KNOWLEDGE

Good general standard of education to A level

or equivalent

Tree related qualification to NVQ level (3) or above (or studying towards) 
Qualification in H&S, Risk Assessment or similar
Qualification in data management systems (or working towards) such as NVQ


	(
(

	(
(

	A, C

A, C

A, C
A, C

	EXPERIENCE & SKILLS

Experience of maintenance schedules, work programming, systems management.

Experience of GIS, spreadsheet and database systems and budgetary monitoring
Ability to work unsupervised

Ability to work to targets and deadlines

Experience of inspection and record keeping 
	(
(
(
(

	(

	A, I, R 

A, I, R 

A, I, R 

A, I, R 

A, I, R 

	SPECIAL REQUIREMENTS & ATTITUDE 
Good communication and inter-personal skills

Numeracy for financial calculations and  practical management purposes

Good letter and report writing skills
Ability to absorb new information and manipulate it quickly


	(
(
(
(

	
	A, I, R 

A, I, R 

A, I, R 

A, I, R 



	OTHER

Evidence of CPD and personal development


	
	(

	 A, I, C



COMPLETED BY:
PAUL FAULKNER   PUBLIC AND GREENSPACE MANAGER

DATE: AUGUST 2017



CATEGORY: A – Application, C - Certificates, T – Testing, I – Interview, 



 R – Reference
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