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Operations Support Officer - GYS Ltd 

Reports to			Operations Support Supervisor

Responsible for: Directly 	Nil
 
Total staff managed		Nil 
 
Working environment:		Hybrid  
 
Working hours 			Full Time (Monday – Friday) 


Purpose of role

Undertaking all clerical duties to support business operations. Ensuring that smooth back-office support is maintained and to provide assistance where required. Liaising with suppliers and contractors to ensure effective service delivery and stock rotation. Stock/Parts ordering for all departments and invoicing/finance support. 

Post Responsibilities

· Ordering and purchasing stock/parts required by all operational services.
· Carry out routine checks and basic care and maintenance of back-office systems.
· Payroll entry as requested by the operations team.
· Data entry, analysis, and consolidation.
· Process new starter paperwork, personnel file entries and updating operational records.
· Complete paperwork as required.
· Liaise with contractors, suppliers, customers, and partners as required for business continuity, or as requested by the operational team.
· Assist with promoting the commercial development of Great Yarmouth Services.
· Schedule meetings as requested by the operational team.
· Minute taking and note meetings as required.
· Provide quotes for ad-hoc work as required.
· Dealing with invoicing duties for all service departments and PO raising as requested.
· Exercise skills in customer care when dealing with and communicating with members of the public, customers, suppliers, and partners.
· Complete Company paperwork/records as required, e.g., timesheets, work records, etc.
· Attend any training courses appropriate to the post.
· Ensure compliance with all statutory Health and Safety regulations and the Company’s Health and Safety Policy, including the wearing of Personal Protective Equipment and uniform issued by the Company.
· Undertake any other duties assigned to the post which are consistent with the duties listed above and appropriate to the title and grade of the post and the competence of the postholder, including the working of unscheduled overtime as required by the Company.


These may change subject to consultation with the postholder.  

This job description sets out the duties and responsibilities of the job at the time when it was drawn up.  Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level or responsibility entailed.  Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the job.  

Other Duties 
The duties listed are not exhaustive and may be varied therefore the post holder will be expected to undertake other duties as appropriate to the role and as requested by his/her line manager.












Person Specification
Operations Support Officer

Experience / Knowledge 

Essential 

· Knowledge of data recording and analysis 
· Experienced in the use of back-office systems

Desirable 
· [bookmark: _Hlk203467763]Knowledge of Microsoft Word, Excel and Outlook or other applicable IT systems 
· Knowledge of Health & Safety legislation

Qualifications & Skills 
Desirable 
· GCSE Math’s and English or equivalent 

[bookmark: _Hlk203467844]Personal Qualities and Attributes 
· Self-awareness 
· Openness, honesty, and integrity 
· Able to work alone or part of a team
· Good communication skills
· Personal resilience 
· Fairness and consistency 
· Ability to challenge self and colleagues constructively and sensitively 
· Committed to confidentiality and data protection standards 
· Proactive, flexible and solutions focused

Behaviours
· Putting Great Yarmouth Services first 
· Taking pride in your work
· Effective and open communication 
· Respecting others 
· Working together 
· Embracing change 
· Taking personal responsibility 
· Working together 
· Embracing change 
· Taking personal responsibility 
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