Business Support Officer – highways england
· Work locations National Traffic Operations Centre (Birmingham)
· Job Operational Delivery
· Employee Status Regular
· Salary £25,324 - £26,950
· Closing date 23/10/2020 23:59
Apply now
Share this article
· Share on Twitter
· Share on FaceBook
· Share on LinkedIn
Your new role

In this fast-paced role you will join the business’ Network Occupancy Management System - Business Administration Team (NOMS BAT) within the Operations Directorate as the Business Support Officer.

NOMS BAT is responsible for the administration, standards, training and development of system change within our road space booking systems.

We are looking for a customer-focused individual with excellent communication and organisational skills, who is keen to learn and provide flexible support. You will need to be able to convey messages clearly and positively to differing audiences. Familiarity of working within an operational environment would be beneficial.

What you’ll be leading on

• Be the first line support for all enquiries from both internal and external stakeholders.
• Collect and summarise performance information and statistics to support key operational reports and improvements.
• Ensure training and process documentation is clear and accurate, amending and updating where necessary.
• Liaison with our service supplier on system performance and faults, to support a timely resolution.
• Enter and maintain information on systems and central registers
• Provide initial support to colleagues on process guidance, develop and implementing a coaching strategy where necessary
• Coordination and escalation of urgent operational matters, providing resolution support where possible.

To be successful

• Excellent administrative skills
• The ability to work independently and proactively
• Good organisational / planning skills
• Experience of using, and advising on, software systems 
• Evidence of building effective relationships with a wide range of stakeholders
• Effective written and verbal communication skills
• Experience of using Microsoft 365 (Outlook, Word, Excel, etcetera)

A bit about us

Making sure our customers have safe and reliable journeys is at the heart of everything we do in Operations. We keep the roads open for business and play a key role in making sure the network we manage is fit for purpose today and for the future.

Want to know more?

To request a copy of the role profile please contact Georgia.johnson@highwaysengland.co.uk quoting reference number HIG04104.

Why you should join us

At Highways England we believe in a connected country. We are passionate about creating a culture where colleagues feel connected, included and enjoy greater wellbeing to achieve this.  We’re proud that as an organisation we are continually striving to do better and actively encourage and support our colleagues to do the same with their careers.  

So if you put safety first, take ownership of your work, show passion for what you do, work effectively in a team, and demonstrate integrity in how you do it – then you’ll be a great fit for our organisation.
 
And finally

And finally we reserve the right to close before the advertised closing date, so we recommend completing your application as soon as possible.

