	EXETER CITY COUNCIL


DESIGNATION


:
Corporate Support Manager

GRADE



:
Grade 7
POST NO



:
2485
DIRECTORATE


:
Democratic/Civic Support

UNIT




:
Corporate Support Unit

RESPONSIBLE TO

:
Corporate Manager – Democratic/Civic Support

SUPERVISORY

RESPONSIBILITY FOR
:
Corporate Support Unit Staff 

LIAISON WITH


:
Elected Members, 







Strategic Directors, Assistant Directors, 







Employees of the Council and external organisations as necessary

PURPOSE OF JOB

To be responsible to the Corporate Manager – Democratic/Civic Support for the supervision of all aspects of Civic Centre facility support services, including maintenance of the building, contract services, monitoring of budgets and application of appropriate legislation.

To provide an administrative service for Democratic/Civic Support

MAIN ACTIVITIES 

Staff Supervision
To manage and be responsible for, the day to day supervision of Corporate Support Unit Staff, including the allocation of duties as well as first line management on such issues as sickness and disciplinary matters.  

Post and Porter duties
Undertake postal and porter duties, on a daily basis, together with catering duties when necessary. This will include the opening and sorting of incoming mail together with its internal distribution, as well as porter duties as required (moving of office furniture, the undertaking of small maintenance/repair jobs).

Security
To be responsible for the physical security of the Civic Centre including the requirement to be a key holder and respond to call outs as and when required (including out of office hours and weekends). The postholder will assume operational responsibility for the day to day operation of the Intruder Alarm, Fire Alarm, and internal CCTV systems, ensuring that they are fully operational, regularly and routinely tested and set as necessary.

Finance

To be responsible for day to day monitoring of appropriate cost codes, referring requests for non-routine expenditure to Corporate Manager.
To authorise orders and invoices for Democratic/Civic Support up to £10,000 (all orders and invoices above this, will be referred to the Corporate Manager for authorisation).

Emergency Planning

To act as primary Fire Safety Manager for the Civic Centre including a requirement to maintain the necessary procedures and facilities for the speedy and efficient evacuation of the Civic Centre in an emergency.
To ensure that First Aid cover for the Civic Centre is adequate according to legislation, liaising with the Learning & Development Administrator and the Health & Safety Manager as necessary (including a requirement to be a qualified first aider).
To be responsible for maintaining and regularly reviewing the Fire Safety Risk Assessment for the Civic Centre, undertaking any remedial actions as necessary and, in consultation with the Corporate Manager, plan for any necessary more serious works.
Contract Services

To be responsible for the day to day supervision of and liaison with providers for the following contracts and/or services ensuring that they are carried out in accordance with the agreed specification, and continue to offer the Council value for money:

· Fire Protection

· Lift Maintenance

· Office Cleaning

· Window Cleaning

· Hygiene Services

· Security (Intruder Alarm & CCTV)

· Vending Machines and drink dispensers

· Image Clothing & Workwear

· Catering (buffet service)

· Utilities (water & electric)

· Postal Services, including franking machine and Cleanmail Advance.

Health & Safety

To be responsible for the implementation of Health & Safety, Fire Safety and Legionella and Asbestos legislation as directed by the Corporate Manager, including the completion and regular review of any risk assessments associated with the duties defined in this job description.

Asbestos

To be responsible for maintaining and updating as necessary the Civic Centre asbestos register, including the administration of the Civic Centre Permit to Work system and liaison with the Safety & Asbestos Manager and Health and Safety Manager as necessary on asbestos related matters 
Building Maintenance

To consider the most appropriate action required in relation to all aspects of routine building maintenance including arranging the rectification of faults in a reasonable time frame and the maintenance of an up to date set of Civic Centre floor plans.  To act as system administrator for the Reactive Maintenance Requests on line service

Miscellaneous

In consultation with the Environmental Co-ordinator, ensure that the goods and services for the Civic Centre respond to the environmental priorities of the Council as a whole.

To act as system administrator for Committee Room Bookings
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