Change Management 
& Resources Directorate
Rob Holman

Director of Change Management & Resources - 01603 756018
· Management Team

· Strategic responsibility for delivery of support services to staff, members and the public

· Supporting Chief Executive in implementation of change management initiatives

· Business Plan/financial planning
· Member liaison
	Governance

	John Organ
Head of Governance and Executive Assistant
01603 756073

· Managing the Governance Team

· Principal contact for members of the Authority

· Support to the Management Team

· Servicing the Standards Committee

· Servicing the Financial Scrutiny and Audit Committee

· Company Secretary to the Whitlingham Charitable Trust

· Freedom of Information Act

· Assisting with special projects 


	Regina Green (Mondays – Thursday)
Administrative Officer (Governance) - 01603 756063

· Coordinate the production of committee and forum papers 
· Updating committee and member information on the website (including deposit of all minutes and reports) 

· Processing members' allowances

· Assisting with arrangements in respect of member training, induction and site visits

· Member Services contact with National Parks and Councils

                                                                                          

	Rachael Evitt
Administrative Officer (Governance) 
01603 756005
· PA to Chief Executive and Chairman

· Administrative support to the Change Management & Resources Directorate

· Servicing the Navigation Committee

· Servicing the Broads Forum      
	Sandra Beckett (Mon, Tue, Thurs & Fri)
Administrative Officer (Governance) - 01603 756062

· Servicing the Broads Authority

· Servicing the Planning Committee

· Planning Committee site visits

· Administration of Appeals to the Planning Inspectorate

· Members' annual site visit


	Angela Garner /Pauline Simpson (part-time)
Receptionists - 01603 610734
· Receiving visitors at the Authority’s main office in Norwich

· Operating the Authority’s switchboard 

· Management of post
· Management of catering, meeting room and pool vehicle resources

	      


	Finance

	Maria Fox
Head of Finance - 01603 756077

· Manages the Finance Team

· Preparation of final accounts for Broads Authority, provision of  financial information for Broads Authority

· Monthly management statement for Broads Authority, and associated variance reports for both the general and navigation accounts

· Preparation and monitoring of budgets 

· Completion of the DCLG & National Statistic returns

· Coordination of internal audit visits

· Tendering procedures
· Whole of Government Accounts and Defra returns 

· VAT issues

· Coordination of external audit visits

· Finance Lead for STEP project

· Financial controls and systems development


	Emma Krelle
Senior Finance Assistant - 01603 756060

· Preparation of budgets, final accounts and provision of financial information for Whitlingham Charitable Trust
· Audits of information centres and yacht stations

· Staff training on financial system

· Budgets for Broads Authority (supporting role)

· Budget holders issues

· Control Accounts 

· VAT returns

· Line manager for Finance Assistants

· Salaries

· Banking

· Whitlingham Insurance 



	Robert Cleland (Monday – Wednesday)

Maxine Nicholas (Thursday – Friday)

Finance Assistant

01603 756012 (Robert)

01603 610734 ext 226 (Maxine)

· Processing/payment of invoices
· Sundry debtors
· Petty cash
· Order/supply of pre-numbered stationery e.g. order pads, requisition books
· Stock takes
· General finance queries

	Simone Steel (Tuesday & Thursday)

Finance Assistant (Insurance) - 01603 756061 

· Insurance - claims, cover, general enquiries 
· Insurance - renewal & annual adjustments
· Motor Insurers Database  
· Creditors and general finance enquiries 
· Stock takes 
· Order/supply of pre-numbered stationery e.g. order pads, requisition books, cheques
· Maintain inventory of Broads Authority and Whitlingham Charitable Trust assets for insurance and fixed asset purposes


	Lynda Yeo (Wednesday & Thursday)

Finance Assistant - 01603 756009 
· Bank reconciliations and processing of related items – Direct Debits, Sales Income

· Rail account and Credit Card transactions processing and reconciliations

· Processing and reconciliation of Tourist Information Centre, Yacht Station and Boat Trip returns

· Issuing and return of petty cash and other floats

· Issuing and control of pre-numbered stationery

  
	


	Human Resources

	Nicola Barnes 

Head of Human Resources - 01603 756023

· Managing the Human Resources Team

· People Strategy 

· Management Forum

· Employment law advice 
· Updating the Authority's personnel policies and procedures 
· Employee salaries and benefits 
· Advising on employee relations and disciplinary matters 
· Administering and coordinating Job Evaluation Scheme 
· Absence management 
· Investors in People 
· Equalities 

· Maintaining Human Resources system 

 
	Jane Bryant (Wed & Thurs)/Lydia Taylor (Tues-Fri)

Human Resources Officers – 
01603 756011/756024

· Implementing recruitment and selection procedures 

· Preparation of contracts of employment

· Employee salaries and benefits 

· Absence management 

· Job Evaluation Scheme 

· General queries relating to employment 

· Exit interviews 

· Maintaining Human Resources system

· Employee induction 

· Health and safety 

· Learning and development 

· Annual Leave 




	ICT and Tolls

	Bill Housden
Head of IT and Collector of Tolls - 01603 610734
· Managing the ICT and Tolls Teams

· Data protection

· Responsible for Information Communication Technology within the Authority

· Responsible for collection of tolls operation

	Steven Linford

IT Project Officer - 01603 610734
· Manages internal ICT projects



	Stephen Sayers
IT Support Officer - 01603 610734
· Provides internal support to users and network


	Vicky Short

GIS Support Officer - 01603 610734
· Authority Liaison Officer for Ordnance Survey

· Provides support for geographical information systems and users



	Joel Rushton Assistant Collector of Tolls Tel 01603 756080
Charlie Middleton Tolls Assistant Tel: 01603 756080
Howard Constantine Tolls Assistant  Tel : 01603 756080
The main area of responsibility of the tolls section is the registering and licensing of craft. In addition to this they can supply Tide Tables, Byelaw information, and can respond to requests for general navigation information such as slipways, chemical toilet disposal points and pump out facilities.


	Communications
	

	Clare Weller

Head of Communications - 01603 610734
· Manages Communications Team

· Communication Strategy and implementation

· Provide advice and support to managers in respect of media and PR 

· Principal contact for all media, public affairs and public relations matters for the Authority

· Responsible for Visitor Information Centres, Boat Trips and Education services
· Review and monitor websites and publications 
· Monitor press and PR coverage

· Coordination of Authority events


	Karen Sayer

Information and Design - 01603 610734

· Production of key publications, displays and exhibitions

· Corporate identity

· Website design

· Interpretation publications and signs

· Commissioning photography

· Digital photographic library



	Hilary Franzen

Press Officer - 01603 610734
· Press releases
· Media enquiries
· Writing and editing Broad Sheet and the Annual Report
· Contributing to Broadcaster

	Jess Tunstall
Information Officer - 01603 610734

· Broadcaster visitor magazine - general contact for editorial enquiries

(If you would like an entry in the Where to Stay guide, please contact the Visitor Services Supervisor. If you would like to be assessed for the Broads Quality Charter eating out guide, contact Bruce Hanson. For all advertising enquiries contact BC Publications tel 01986 834250)
· Leaflets - general contact for editorial enquiries
· Website 


	Sam Bates

Visitor Services Supervisor - 01603 610734
· Manage Broads Authority Visitor Information Centres at Whitlingham, Hoveton and How Hill

· Manage Authority Boat Trips

· Manage Yacht Stations at Norwich, Great Yarmouth and Reedham

· Select and purchase stock for visitor centres

· Liaise with tourism stakeholder groups


	Tom Barrett 

Graphic Designer - 01603 610734

· Updating the digital photography library
· Responding to requests for photos from numerous sources 
· Keeping a photographic record of staff and members
· Production business cards and badges
· Design and production of leaflets and signs 
· Vehicle logos


	Nick Sanderson

Education Officer - 01603 610734
· Develop and implement Education Strategy

· Working with schools and local education establishments

· Implementing Forest Schools programme

· Organise events at Whitlingham Country Park and other key sites

· Develop education  section of Authority website

· Work with stakeholders on educational projects

· Deal with requests from teachers and students
	Rachel Killington

Website Officer - 01603 610734

· Maintaining and developing content for main Broads Authority website
· Maintaining and developing content for tourism website www.enjoythebroads.com
· Maintaining and developing content for Broads Authority intranet

· Contact for editorial enquiries about the websites



