London Borough of Bexley
Job Description

Management Grouping:
Place (Neighbourhoods) 
Service: Highways, Traffic & Infrastructure

Post Title:

Highways Assets Data Officer
Reporting to:

Head of Service
Grade: BEXLEY10
Main purpose of the job
The purpose of the post is to manage the recording and ongoing record keeping of the council’s highways assets through the updating and analysis of our corporate databases and mapping systems, and to be a key point of contact for any internal or external enquiries. This work is to ensure that the details and inventory of the council’s infrastructure is properly managed, supporting the provision of data across the council and for formal submissions to government, and the correct allocation of funding can be achieved.
The Service operates a general budget of £15-£20 million per year, split between Capital and Revenue funding, including external grants from various sources, for the delivery of improvements and repairs to our assets.  The role will include tracking additions and reductions to the assets across the teams work to ensure the inventory is accurate, and which may require some on-site recording and data entry
Major Duties and Responsibilities

To ensure the council’s assets inventory for carriageways, footways and paths/lanes are correctly recorded, including their classification and metadata.  This includes street furniture, street lighting, parking controls, cameras, zones, and other items are also included on the inventory allowing correct submissions for energy costs and grant funding are achieved.
To provide advice and analysis on the data held for senior management, committee, enquiries/Freedom of Information enquiries, and colleagues.
To understand the implications and technical details for recording each asset type, for effective and timely records, that can support the council’s Transformation agenda, customer service, and digital access aims.
To form and maintain strong matrix working relationships within the service and wider council service areas to promote an ethos of joint working.                                                                                                           
To have a strong awareness of corporate priorities and the need to support strategies in the drive towards self-sufficiency.

Implementation
To develop and maintain complex and detailed asset inventory records to provide individual service area’s Head of Service with data reports and/or extracted information to allow the timely reporting of the information.
To meet with service manager/HOS regularly to monitor the quality of the data and determine priorities and blockages to accurate data provision. 

To have a detailed overview of all records held and compliance with national standards, and the represent the information to senior management. 
Support the colleagues on effective record management across the service and other service areas and applying the information to the inventory or undertaking direct data entry on-site or as a desktop exercise.
Organisation Control and Development
The Highways, Traffic & Infrastructure service covers a wide range of functions related to the public highway.  The service consists of 6 teams: Flood Risk Management, Highways Improvements, Highways Infrastructure Systems, Highways Maintenance, Street Works, and Traffic & Road Safety.  These cover flood risk, repairs and improvements to the public highway, street lighting, street works permitting & monitoring, changes to parking controls, road safety training, EV charging, and highway structures management.

This role is to manage and oversee the service’s asset information, existing, new, or deleted, ensuring the information is accurate and timely, impacting of the council’s formal national accreditations and budget provisions and,
ensure robust recording arrangements are maintained across the service, directing colleagues to support the timely preparation of information, and reporting
Personal Effectiveness

Ability to interpret the asset data/information, apply logic and judgement and work pro-actively to identify and resolve issues, to own the inventory and drive change
To ensure a high level of accuracy of all data held 
To be able to work flexibly and quickly across a range of disciplines prioritising and responding at short notice to information requests
Good communication skills especially in presenting data to non-technical colleagues
Confidence and experience of inventory systems and mapping software (eg Symology Aurora, GIS, etc) and ability to interrogate and analyse data effectively. 
Person Specification

Job Title: Highways Financial Data Officer
	SELECTION CRITERIA
	ESSENTIAL/

DESIRABLE (E/D)
	METHOD OF ASSESSMENT

(see key )

	Education and Formal Training

Evidence of qualifications to demonstrate literacy, numeracy and adequate educational standard - GCSE education A-C level or equivalent.

	E
	I/A

	Relevant Technical Experience and Knowledge

Good experience and demonstrable competency in managing large amounts of complex data
	E
	I/A

	The post holder shall have good interpersonal and communication including being able to write concisely. With the ability to communicate and work directly with relevant parties at a wide range of levels.
	E
	I/A

	Thorough IT skills when using Microsoft Office systems and similar standard software systems
	E
	I/A

	Thorough experience in working with database/inventory software systems, including GIS mapping systems, and interrogation of the information held.
	E
	I/A

	Experience of partnership working with internal & external partners/colleagues, as well as with contractors.
	E
	I/A

	Ability/Skills to research and analyse data and provide solutions/insight. 
	E
	I/A

	Experience and ability in writing detailed briefing notes and formal reports to explain complex data details and readily communicate status information.
	E
	I/A

	Ability to handle a large and varied personal workload, multi-task, receive instruction, plan and prioritise work.
	E
	I/A


Your application will be assessed against this criteria at the shortlisting stage and where indicated at the final selection stage.

KEY: 

I = Interview

A = Application Form

DL = Driving Licence
Applicants will be assessed against these criteria and performance indicators throughout the recruitment process.
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