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Contracts Administrator
	Job Title:
	Contracts Administrator
	Rank/Grade:
	Band C

	District/Department:
	Estates & Facilities Management
	Location:
	Carbrook - HQ



	Shift worker:
	No

	Smarter ways of working:
	Hybrid


	Designated Powers:
	No	
	Psychological Health Screening Required:
	No


	Special Requirements:
	No	Vetting Clearance Level:
	MV


	Role Purpose:



	The provision of clerical support and management information to the Contract Management Unit within the Facilities Management Department.



	Main Duties and Responsibilities: (maximum of 12 – 14 key statements points)


	· To maintain database information on Vehicle Recovery, Boarding Up and Dangerous Dogs. 
· To monitor and action day to day issues in relation to Vehicle Recovery, Boarding Up and Dangerous Dogs including: 
· Retention and disposal of vehicle
· Obtain information on property owners and various sources 
· Kennel repatriation of dogs (dangerous and/or welfare) 
· Raising purchase orders
· Payments and costs in relation to all of the above contracts 
· Assist the Contracts Manager with the management of Vehicle Recovery, Boarding Up and Dangerous Dog contract.
· Clerical support to the Facilities Management Department 
· General correspondence with outside organisations, and member of South Yorkshire Police
· Maintenance of filling systems, including completion of old files and destruction of out-of-date files. 
· Dealing with incoming and outgoing mail regarding the above contracts to the Department 
· Supply of general information to end users and the organisation 
· Any other duties appropriate to the post of admin assistant as may be required by the department
· In carrying out your duties, you will be operating within South Yorkshire police Guiding Principles and Equal Opportunities.  





Competency and Values Framework Levels
Please navigate to the below link for the College of Policing guide on the Competency and Values Framework. This provides a definition of the values and essential behaviours for each required competency level.
https://www.college.police.uk/career-learning/competency-and-values-framework  
	
	CVF Level 
Level 1 – Practitioner
Level 2 – Supervisor/Middle Manager
Level 3 – Senior Manager/Executive

	We are emotionally aware
	Level 1
	We take ownership
	Level 1
	We collaborate
	Level 1
	We support and inspire
	Level 1
	We analyse critically
	Level 1
	We are innovative and open-minded
	Level 1


	Experience, Skills, and Training required for the role:


	Entry Criteria – Essential (Ideally between 4/6 bullet points):


	Experience of dealing with face-to-face enquiries from members of the public.


	Experience of using computer packages including Word and Excel.


	Previous Clerical experience.


	Experience of using web-based information systems.


	Possession of a relevant Level 3 qualification or suitable experience in a similar role.




	Entry Criteria – Desirable – (Ideally between 4/6 bullet points):


	Knowledge of relevant legislation such as PACE, Dangerous Dogs Act and Building Act.


	Experience in use of ordering systems.
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	South Yorkshire Police is totally committed to the principles of equality and diversity, and we welcome applications from all sections of community. All appointments will be made on merit and flexible working options will be considered.
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