London Borough of Bexley
Job Reference: 

Job Description 

Management Group: 	Place, Neighbourhoods
Section: 	Parks and Open Spaces
	Job number 1270000200
Job Title: 	Parks and Open Spaces Officer	
Grade:	BEXLEY 13
Reports to:		Parks and Landscape Manager


Main purpose of the job:  


Supervise the front-line management of external contractors providing infrastructure improvements, including Children’s Play, Cemeteries improvements, Allotments and small general parks projects.   

Liaise with, support and promote volunteers, Friends of Groups and stakeholders to enhance services and opportunities for parks and open spaces.

Lead and support small infrastructure\capital projects and parks projects to improve quality and services 

Support development of policies and procedures for the effective management of parks and open spaces and Cemeteries including the application of statutory obligations such as Byelaws, Dog Control Orders, Cemetery Regulations etc.  

Support partnerships and programmes that encourage use of parks and open spaces for the benefits of wellbeing and healthy lifestyles, art and cultural events, passive recreation, and protection and enhancement of the natural environment.  


The post holder works within and provides support to all the following services;

1.	Leisure, Parks and Open spaces wider team,
2.	Contractors and concession operators and key partners delivering key services in park and open spaces.
3.	Public Health, Planning and Community Safety Colleagues, 

The Post holder is associated with the expenditure of the following internal budgets.

•	Cemeteries infrastructure improvements £0.5m
•	Friends Group support budget £20K 
•	Public convenience and changing room cleaning contract £110k
• 	Delivery and monitoring of Capital and agreed projects budgets up to £0.25m

There are other variable budget amounts the post holder is responsible for expending dependant on the success of applications for funding from external sources in any given financial year. 

Major Duties and Responsibilities:	  

Simultaneously planning and managing projects and contracts, to keep them to budget and programme.

Providing proactive essential continuous liaison with, and support for, interest groups and stakeholders, to optimise their involvement with the Council. 

Improving the cemeteries, allotments, children’s play and park infrastructure through agreed capital budgets and projects. 

Support the procurement of commercial concessions operating in parks and open spaces. 

Reviewing and committing on planning applications affecting Bexley’s Open Space provision. 

Responding to public, councillor and colleague enquiries relating to the department’s portfolio.

Principal Accountabilities:  


Research, draft design, specify, write and tender schemes or projects for, cemeteries, children’s play and small parks infrastructure improvement in accordance with council procedures. 

Assist or lead preparation of bids for internal capital, revenue, budgets or small external grants schemes

Monitoring and reporting of income and expenditure and recommendations for action in connection with budgetary control.

Monitor legislation and suggest revised policies, practices and procedures where service provision and management practices are affected by new legislation.

Carry out public consultation in connection with services to align polices and projects with the requirements of residents.

Supervise contractors providing specific parks and open services or projects particularly Children’s Play, Parks Building Cleansing Services and concessions; maintain contemporary inventories, check contractor’s works, make timely payments and control budgets to ensure the smooth running of these services for the benefit of residents.

Support the continual improvement of digital technology and customer journey in relation to parks services and represent the Parks and Landscapes Manager on discrete project management teams in connection with all matters as directed 

Promote and work closely with stakeholders, public volunteers and Friends of Groups carrying out works within parks and open spaces, to enhance such sites and improve quality, celebrating achievements and promoting  active involvement. 

Chair and manage meetings with stakeholders and user forums to ensure the effective running of Parks and Open Spaces and the fulfilment of their needs for the benefit of visitors and residents.

Provide technical advice and support to Parks and Landscape Manager, team members, council colleagues, members, the public and external bodies in connection with such schemes 

Support procurement of parks concessions, services   and tender documents in line with council’s procedures  

Deal with correspondence on matters to provide residents with timely, useful and accurate responses and information to ensure the requirements of the services are met in full.

Support and provide advice on planning and development issues as they arise, liaising with planning colleagues in relation to service needs as determined by the Green Infrastructure Study and other plans.   

Work closely with colleagues to review and enhance polices for Parks and Open Spaces ensuring that policies and byelaws provide parks and open spaces that are fit for contemporary use to maximise their potential leisure, health and educational benefits for residents.

Staff Management and Development

Be proactive in providing effective and timely technical information for colleagues so that they can manage the services to residents, and support colleagues in other teams when carrying out their duties so that services can be delivered for the benefit of residents.

Identify opportunities for professional development across the team and organise training not just for colleagues but Friends of Groups, Volunteers and partners.

Personal Effectiveness

Be fully conversant with the Council’s aims and objectives, constitution, standing orders, requirements of the services, relevant legislation, use specialist professional knowledge to ensure that all services and projects are achieved to, and within the requirements of the Council’s statutory obligations to provide services in a professional manner for the benefit of residents.

To present timely and relevant advice, information and technical support to the Parks and Landscapes Manager, parks and open spaces team, Council members so that they are briefed regarding the delivery of services. 

To deal promptly with all matters requiring the post holder’s personal attention including meeting contractual financial payment deadlines, dealing with correspondence, meeting residents and dealing with urgent matters to ensure that colleagues, contractors and residents do not face difficulties as a result of inaction.

To establish and develop effective working relationships and productive partnerships with all the relevant partners, stakeholders and contractors and those colleagues working in supporting functions, to increase the positive impact of the services to as wide a set of beneficiaries as possible.

The Parks and Open Spaces Officer reports to the Parks and Landscapes Manager in the Parks and Open spaces team.

The Parks and Open Spaces Officer’s role is to directly manage minor contractors, support stakeholders and volunteers, and support team colleagues in their role of the daily management of services. Additionally, the Parks and Open Spaces Officer provide technical advice and project management support for all services including small capital works, as required. 

The reporting structure within the parks and open spaces team is as follows;

Head of Leisure Parks and Open Spaces




Green Space and Contracts Development Manager 
Tree and Nature Conservation
Manager 
Lessness Abbey Woods
Managers X2   
Leisure Managers and Hall Place House Managers 
X4 
Parks and Landscape 
Manager






Cemetries Officers X2
Parks and Open Spaces Officer 
Parks IT and Development 


Allotment and Cemetries Technician 







[bookmark: _Toc243119470]The post holder works within a team responsible for providing front line services and the management of internally and externally funded projects and various contractors under the direction of the Head of Leisure Parks and Open Spaces, and the specific management of services listed above. They shall be capable of supporting colleagues in the sensitive provision of the cemeteries and burial service with its strict legal requirements. 


























Person Specification

Management Group: 	Place, Neighbourhoods
Section: 	Leisure, Parks and Open Spaces
Job Title: 			Parks and Open Spaces 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.

Recognised higher education qualification in amenity management, parks and open spaces management and/or horticulture

	


E



E
	


I/A



I/A

	(b) Relevant Technical Experience and Knowledge

Good experience and demonstrable competency in developing and managing infrastructure or key projects 
Reasonable experience in working in parks and open spaces or amenity management industry to improve services.

Experience of partnership working with volunteers, partners, stakeholders, colleagues in other departments.

The post holder shall have good interpersonal and communication including being able to write concisely. With the ability to communicate and work directly with the public.

Ability to use their specialist skills to research and analyse need and provide solutions, 

Experience and knowledge of supervision of contractors to achieve a successful outcome with emphasis on value for money. 

General experience of drafting specifications and procuring services. 

Budget management experience and ability to provide others with accurate and timely financial information

Good experience and ability in write briefing notes, reports and communicate ideas that influence others.

An understanding of current legislation/best practice in relation to the management of parks and open spaces.

Have contemporary knowledge of the Health and Safety Legislation and its application 

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

Good IT skills when using Microsoft Word, Excel, Project and ArcView. And, skill in training others in their use to at least a basic level.

Full current car driving licence.
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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 high performance indicators throughout the recruitment process.


High Performance Indicators

	Post Title: Parks and Cemeteries Development Officer
	Grade: Bexley 13


	Values
	Behaviours for staff
	Behaviours for managers

	Innovation

	I respond flexibly and adapt to changing demands 

I am prepared to take managed risks to achieve better outcomes

I ask ‘What if…? to develop fresh thinking and innovative approaches to generate and implement solutions to improve performance and challenge the status quo
	I routinely look for innovative and cost-effective ways to improve performance and customer service

I champion change and deal successfully with ambiguity, enabling people to see positive and exciting possibilities for the future

I take calculated risks based on available evidence and my professional judgement to learn and try new things

	Leadership
	I demonstrate a clear sense of purpose and direction, in line with organisational objectives

I am willing to take difficult decisions

My personal actions promote a positive image of Bexley
	I take responsibility for my service and for making things happen to make a difference to my service users

I create an environment where staff can thrive and show I value and trust staff, give praise and recognise good work

I inspire, lead and encourage staff to move forward

	Partnership

	I show respect for others and value contributions from internal and external partners and customers

I recognise the right solution, regardless of who initiated it

I seek out and work with partners who can help me achieve the outcomes and objectives I need to deliver
	I encourage the feeling that the team is a collective unit with shared goals

I engage with service partners and other areas of the Bexley organisation to understand the demands on others and seek solutions as One Council

I network internally and externally


	Listening and Responding
	I acknowledge other people’s viewpoints and work with them to find a win-win solution

I prepare and present information anticipating questions and problems

I adapt my style to the audience and their needs, using the most appropriate communication channels
	I seek regular service user feedback and review customer data to shape service improvements 

I ask staff for ideas on how to improve our service and how I can improve as a manager, listen to them and act on  them

I empower staff to make decisions and changes to improve value for money, customer service and productivity

	Open and Accessible
	I see issues from the customer / user perspective

I monitor customer feedback and level of satisfaction with the service they receive, and use this to improve and pre-empt customer needs

I seek to build and maintain positive relationships with customers and partners 
	I am accessible to my service users, customers, staff and Members

I communicate and share a clear vision for the bigger picture as well as specific service areas

I outline what is expected of individuals and their contribution to the whole, and am consistent in my expectations

	Impact

	I prioritise my activities and resources to focus on those which have the most impact for residents

I take responsibility for making things happen and achieving my objectives

I make decisions and clear recommendations based on my professional opinion, experience, and informed by a range of information and evidence 
	I design services that provide value for money and deliver our outcomes, informed by evidence

I produce, prioritise and adapt plans to meet changing requirements

I set interim goals to achieve notable wins on the way to larger objectives
I deal with poor performance







