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Ipswich Borough Council 

Job Description: I46b 

 
Parks Support Officer  

 

Main Purpose of Job 

To provide a range of support services covering general and financial administration to a 

number of service areas across the Council. 

Main Duties 
 

1. To provide general administrative support to service areas including: 
 

• general telephone enquiries and emails received 

• word processing, scanning, photocopying 

• maintaining filing systems - paper & electronic 

• produce & update spreadheets 

• produce MS Powerpoint presentations for managers 

• updating the Council’s website 

• sorting, and distributing external and internal post 

• maintaining stock control systems, including controlled stationery 

• preparing and issuing official purchase orders and debtors accounts 

• reconciliation of cash, including petty cash and income received 

• taking bookings for courts and courses etc. 

• arranging meetings, distributing agendas and minute taking 

• processing all documents relating to the maintenance and taxation of vehicles 
and other administrative duties as required. 
 

2. To procure goods & services and process invoices for payment using the 
computerised accounts systems, to include: financial coding; checking authorisation; 
on line certification; collection and dispatch of urgent cheques. Resolve queries with 
suppliers and ensure Construction Industry Tax and Value Added Tax compliance. 
Provide financial information for managers, arrange journal transfers and ensure 
compliance with year-end procedures. 
 

3. Assist with compiling documents and using databases involved in administering 
quotations and tenders. Administering the tender process in accordance with Council 
Standing Orders in consultation with service managers and Councillor Services.  
 

4. Gathering data and providing reports and information for managers regarding a 
variety of aspects of service delivery. 
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5. Using a variety of databases to enter information, maintain records and produce 
reports.  

 
6. Liaising with external organisations and groups including: 

 

• Park Lodge Tenants regarding rent and tenancy arrangements 

• Utility Companies regarding the New Road and Street Works Act 1991 

• Friends of the Parks groups 
 

7. Processing of Insurance Claims 

• speaking to claimants and internal officers 

• gathering information 

• form completion & referral to the Council’s Insurers 
 

Such variations as may be required from time to time without changing the general character 

of the duties shown above or the level of responsibility entailed. 
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PERSON SPECIFICATION 
 
Parks Support Officer  
 

 

ATTRIBUTES ESSENTIAL DESIRABLE 
METHOD OF 
ASSESSMENT 

Knowledge/Qualifications 

 
Education to GCSE 
level or equivalent 
qualification / skills 

 
 

 
Sight of 
documentation / 
interview 

Work related experience, 
skills and competencies 

Demonstrate ability to 
use and apply IT 
systems to achieve 
successful outcome 
eg use databases to 
enter data, maintain 
records & produce 
reports. 
 
Knowledge & 
experience of 
procurement, 
purchasing and debtor 
systems. 
 
Experience of working 
in an administrative 
role providing support 
for officers. 
 
Experience of 
organising meetings, 
minute taking, 
distributing minutes & 
agendas. 
 
Knowledge & 
experience of MS 
Office Software. 
 
Experience in 
extracting information 
and producing 

Maintaining web-
based information 
 
Knowledge of 
Quality Systems  
Eg ISO 9001,14001, 
18001 
 
Understanding of 
equal opportunities 
and diversity issues 
 

Application /  
Interview /  
Test 
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spreadsheets, tables, 
work scheduling etc 

Personal skills 

Demonstrate a 
customer focused and 
responsive approach 
that improves service 
delivery 
 
Ability to organise and 
prioritise workload and 
achieve objectives 
while managing 
competing pressures. 
 
Experience of working 
n a team to achieve 
shared objectives. 
 
Ability to work on own 
initiate. 
 
Demonstrate ability to 
communicate 
effectively with internal 
officers and internal 
organisations, verbally 
& in writing. 
 

  

Special working 
conditions 

Will occasionally be 
required to work 
outside normal 
working hours and 
attend evening 
meetings. 
 
Ability to commute 
between various 
Council offices to 
attend meetings. 
 

 Application /  
Interview  
 

 


