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Job description

Services Officer

(Salary scale A range £21,566 to £22,394 depending on experience)
Responsible to Director of Corporate Resources

Job purpose

· To manage the GOC’s premises in line with the lease and maintain all office

equipment so the Council may function as effectively as possible 

· To support the organisation in other areas including the coordination of Council agendas and papers, record keeping and the efficient organisation of paper and computer based filing and archiving systems.

Key responsibilities

· Responsible for the day to day management of the GOC building, including all fixtures, fittings, and office equipment (excl. IT equipment) and its suppliers of all goods and services

· Liaise with suppliers and contractors to ensure the efficient running of the GOC’s support services 

· Coordinate office changes and staff relocations as necessary

· To line manage the Office Assistant and be responsible for coordinating the workload for this direct report
· Responsible for the operational aspects of the GOC Health and Safety Policy. 

· First point of contact for phone enquirers and visitors
· Council: coordinate the collation and distribution of papers provided by GOC officers, the annual meetings calendar, members’ handbook, declarations of interest and confidentiality statements and production of annual Minute Books

· Organise the computer and paper-based filing systems and contacts database, and the on-site/off-site archiving records 

· Proactive in identifying and recommending changes to procedures that could benefit the Council
· Support the work of the GOC as delegated by the Registrar or other senior Officers, from time to time

· Liaise with staff on a regular basis to ensure the effective continuity of office services is maintained

· Using Microsoft Excel, Access or Word, maintain records of expenditure for budgetary purposes

· Assist the Director of Corporate Resources as necessary.
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