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Community Highway Support Officer 

Grade 6 

 

About the Service 

The Highways & Built County team is a multi-disciplinary team whose 
purpose is to manage, maintain and sustainably improve Staffordshire’s 
Built Environment so that amongst other things it is safe, accessible, 
functions well, promotes inward investment and economic growth, and 
supports social cohesion and healthy lifestyle choices. 

This will be achieved by: 

• Keeping the network in the best condition possible with 
resources available using asset management to enable the 
lowest whole life cost of asset ownership. 

• Supporting Staffordshire's economy to grow, generating more 
and better-paid jobs ensuring that work on the highway is of 
the required quality. 

• Improving customer satisfaction with Staffordshire County 
Council and enhance its reputation. 

• Ensuring that highway information required to manage and 
maintain the network and support asset management 
decisions is available, is held in the best place is accurate and 
of the required quality.  

• Taking action to reduce waste generation, re-use resources 
where possible, reduce energy use, increase sustainable 
travel, adapt to climate change already taking place and for 
the future.  

• Keeping the network safe for all users, improving network 
resilience and availability, providing a freer flowing network, 
supporting events on the highway and where issues do occur, 
efficiently and effectively administering claims.  
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• Keeping people safe from harm, empowering people to deliver and 
grow, innovate, share knowledge and best practice. 

 
 

About the Role 

The Community Highway Support Officer will provide technical and 
administrative support for the Community Highways Team, ensuring the 
provision of information relevant to customer and elected member 
enquiries. 

 

Reporting Relationships 

Responsible to: Community Highways Manager or Hub Manager 

Responsible for: Such staff (internal, external or seconded) as 
may be placed under the postholder’s control from time to time 

 

Key Accountabilities:  

1. A member of the Community Highways team, contributing to the 
effective operation and administration of the team by working 
collaboratively with colleagues and stakeholders to ensure 
consistent work practices in line with approved policies, procedures.   

2. Provide an efficient, high-quality first-line response to enquiries 
from customers and stakeholders, escalating issues where 
necessary. 

3. Use digital record management systems to ensure accurate and up 
to date information is available and routinely reported across the 
Service. 

4. Provide advice and support to colleagues and stakeholders 
regarding specific projects. 



  CFP 

   

Job ID: 70000719 / G06 / CAS  

5. Assist in creating, managing and delivering programmes of work, 
working collaboratively with colleagues across the wider service 
area to ensure efficient and effective programme delivery. 

6. Collate information, including from complex and conflicting sources 
for a variety of purposes including performance reporting and 
responding to enquiries. 

7. Provide excellent customer service to colleagues, members of the 
public and other stakeholders. 

8. Provide high quality and effective member support for all highway 
issues, signposting as necessary. 

9. Collate and file financial and project information including purchase 
orders and invoices, regular reports and project communications. 

10. Update team website and intranet pages, including SharePoint, 
ensuring information is accurate and up to date. 

11. Interrogate Geographical Information Systems (GIS) mapping 
systems and databases to identify and provide information to 
colleagues and stakeholders. 

12. Prepare plans and drawings to identify locations of assets and 
issues, undertaking site visits to gather information. 

13. Support the management and implementation of health and safety, 
environmental and quality management controls to ensure 
compliance with legislation, Council policies and best practice.  

14. Be committed to continuing professional development and the 
acquisition of new skills, being prepared to undertake further 
training as and when. 
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Person Specification   
 
Qualifications/Professional membership 

• Level 3 qualification e.g. NVQ Level 3 or equivalent 
experience in Business Administration 
 

Knowledge and Experience 
• Demonstrable experience of organising meetings, writing 

minutes, and responding to enquiries from a variety of 
channels 

• Demonstrable experience of interrogating, adding and 
extracting data with databases, with a significant attention to 
detail. 

• Demonstrable experience of liaising with a range of 
stakeholders (e.g. customers, internal teams, the public) and 
maintaining excellent stakeholder relations 

• Demonstrable experience in working in multi-disciplinary 
teams 

• Demonstrable experience of responding to all channels of 
correspondence 

 
Skills 

• Excellent customer service skills 
• Inclusive and proactive approach to dealing with customers 

and colleagues 
• Accurate with good attention to detail 
• Planning, organising and coordinating skills 
• Ability to interpret maps  
• Excellent written, verbal and digital communication skills 
• Ability to manage a complex workload, achieving targets and 

responding flexibly to changing circumstances 
• Ability to collate and interpret information from a range of 

sources and assimilate large amounts of data into accurate 
reports. 

• Proficient in the use of Microsoft 365 
• Ability to travel to site and meeting venues as required 

 

This post is designated as a Casual Car user 

 

The content of this Job Description and Person Specification 
will be reviewed on a regular basis. 


