
NORTHAMPTONSHIRE POLICE 
JOB DESCRIPTION 

 
JOB TITLE:     Assets Hub Support Advisor  
 
SCALE:     Scale 4  
 
SUPERVISION AND CONTROL:  Asset Hub Support Officer 
 
PLACE OF WORK:    Darby House / Force wide 
 
HOURS OF WORK:    37  
 
 
PURPOSE OF THE JOB: To provide comprehensive administrative support and advice to 
the Police, Fire and OFPCC regarding all aspects of Commercial, Property, Health & 
Safety and Fleet & Transport enquiries, working closely with Commercial and Finance to 
ensure the management of contracts and procurement is effective. To undertake general 
administrative and business support duties for the Assets Senior leadership team.  
 
MAIN RESPONSIBILITIES:  
1. Work as a member of the team to deliver first line business support for Police, Fire & 
OPFCC and external contractors through a variety of Force Systems; including, but not 
limited to, the My Service Request Application, Force Forms, Commercial Procurement 
Systems and Inbox Management either by personally actioning or triaging to relevant 
departments. Provide an administrative function to the Asset Team, under the direction 
of the Assets Hub Manager. 
2. To act immediately, with no need for prior authorisation, as first response to urgent 
service requests where there is an immediate threat to life or catastrophic failure to a 
building or service, then report to department manager. 
3. To act as gate keeper between Police, Fire & OPFCC and the Commercial Department, 
monitoring spends by supplier to ensure compliance and offering guidance on 
procurement, and reporting to Assets Hub Support Officer if required. 
4. To be responsible for the management of Access security systems, granting and 
rescinding access countywide in line with security protocols. 
5. To be responsible for the effective management of internal Police post across the 
county and the processing of external post for Police, Fire and the OPFCC. 
6. To be responsible for and effectively manage personally allocated Police and Fire 
purchase cards up to a limit of £5,000 – ensuring procurement guidelines are adhered to 
and reconciliation is completed to deadlines. 
7. To process Purchase Orders with no upper limit in line with Finance processes; 
authorised to process without senior approval, orders up to £500 on pre agreed 
contracts. 
8. To oversee security procedures at Receptions in dedicated buildings for contract staff, 
deliveries and visitors in dedicated Police buildings where reception functions are 
available, maintaining records for audit purposes. 
9. To ensure the effective running of operational support in dedicated buildings including 
Custody through the procurement of but not limited to; protective equipment, first aid 
supplies, stationery supplies, evidence kits, food and clothing.  
10. Maintenance and analysis of fleet management information systems (including police 
vehicle accident information), vehicle service and history, updating records for essential 
IT management systems for the Fleet and Transport departments including Tranman, 
Telematics and Red Kite to ensure all systems are up-to-date and compliant with 
accurate data. 
11. To maintain a high level of confidentiality in the handling of personal information and 
sensitive communications.  
 



NOTE: The job description reflects the major tasks to be carried out by the post holder 
and identifies a level of responsibility at which the post holder will be required to work. 
In the interests of effective working any major tasks may be reviewed from time to time 
to reflect changing needs and circumstances. Such reviews and other consequential 
changes will be carried out in consultation with the post holder. The post holder will be 
also required to carry out such other duties as may be determined from time to time to 
be within the general scope of the post.  
CONDITIONS OF SERVICE:  
The appointment will be full time and subject to the conditions of service of the Police 
Staff Council.  
The annual leave entitlement is 25 days with a further 5 days after 3 years continuous 
service. 



PERSON SPECIFICATION 
ASSETS HUB SUPPORT ADVISOR  
ESSENTIAL CRITERIA  
Customer Service Support:  
● You can demonstrate that you are able to respond to common requests for service by 
providing information to enable fulfilment.  
● You can demonstrate that you can promptly allocate unresolved calls as appropriate. 
Maintains records, informs users about the process and advises relevant persons of 
actions taken.  
Incident Management:  
● You can demonstrate that you know how to follow agreed procedures, identify, 
registers and categorise incidents.  
● You can demonstrate that you are able to gather information to enable incident 
resolution and promptly allocate incidents as appropriate.  
Relationship Management:  
● You can demonstrate that you effectively deal with problems and issues, managing 
resolutions, corrective actions, lessons learned and the collection and dissemination of 
relevant information.  
● You can show how you collect and use feedback from customers and stakeholders to 
help measure effectiveness of stakeholder management.  
● You can demonstrate how you help develop and enhance customer and stakeholder 
relationships.  
User Focus:  
● You can demonstrate that you understand users and can identify who they are and 
what their needs are, based on evidence.  
● You can show that you can translate user stories and propose solutions or services to 
meet these needs.  
● You can show you are able to engage in meaningful interactions and relationships with 
users.  
● You can demonstrate that you can represent users, putting them first and can manage 
competing priorities.  
● You can show that you can propose pragmatic solutions that balance user experience 
with practical, timely and cost-effective needs.  
Other:  
● Proven experience in the use of a range of IT systems including office products, 
databases and monitoring systems.  
● Proven experience of managing and maintaining database records and administrative 
systems. 
Knowledge and experience of operating multiple IT systems concurrently and 
transferring data between systems.  
● Experience of maintaining accurate computerised records to the highest standard.  
 
A full driving licence is essential for this role 
  
DESIRABLE CRITERIA  
1. You will have demonstrable experience of carrying out a similar role in a law 
enforcement or fire service context.  
2. You will have experience in an environment that routinely handles sensitive data while 
demonstrating an understanding of the principles of assessing risk of harm or equivalent 
qualitative analytical methods. 
 
 


