______________________________________________________________________________
Job description

	Date:
	29 May 2025


_____________________________________________________________________

	Department:

	Legal and Civic Services 

	Post number:

	LMBS011

	Section:

	Office of the Lord Mayor, Protocol and Civic Engagement  

	Job title:

	Civic Attendant – Casual Pool

	Grade:

	Grade 2 


_____________________________________________________________________


Main purpose of job

To be responsible to the Operations and Civic Engagement Manager via the Civic Engagement and Events Officer for the effective day-to-day running of the Lord Mayor’s parlour and suite of rooms, ensuring that they are maintained to the highest standard. 

To operate within a political environment, acting as an attendant to the Lord Mayor in the parlour by providing a high level of support and to ensure that functions attended by the Civic Dignitaries, on behalf of the council, are appropriately catered for and managed. 

To carry out a range of administrative tasks to support the Lord Mayor’s Office.

To carry out all the activities of the post in accordance with agreed quality, time and budget targets.

Summary of responsibilities and personal duties

1. To attend on the Lord Mayor, Deputy Lord Mayor and High Sheriff during functions and otherwise, as and when required.

2. To ensure the Lord Mayor, Deputy Lord Mayor and High Sheriff are informed and advised of deviations from planned engagement timescales and ensure programme changes or delays are communicated appropriately.

3. [bookmark: _Hlk74046968]To assist in the provision and delivery of a high quality, professional hospitality service to a range of functions within the parlour and suite of rooms. 

4. To be responsible for the maintenance of the Lord Mayor’s parlour and suite of rooms.

5. To be in attendance at City Hall during ceremonial and civic occasions as required including VIP visits, annual remembrance ceremonies and the events of the civic calendar.

6. To be responsible for the ordering and management of refreshments for the parlour and for assisting with the catering for special functions, as required.

7. To ensure that the chains of office are locked in the safe and that the chains are delivered to the Lord Mayor, Deputy Lord Mayor and High Sheriff, as required, for engagements within City Hall.

8. To act in a professional manner and be able to converse with distinguished visitors and make all visitors feel welcome in the Lord Mayor’s parlour.  To ensure that distinguished visitors are attended to in a manner befitting the offices of the Lord Mayor at all times.

9. To prepare basic snacks and foods as instructed by the Operations and Civic Engagement Manager via the Civic Engagement and Events Officer.

10. To be responsible for the provision and serving of drinks both before and after council meetings and to ensure that refreshments are provided after civic functions in the Lord Mayor’s parlour.

11. To be responsible for the ordering of gifts for the Lord Mayor, Deputy Lord Mayor and High Sheriff and to ensure that all stock within the parlour is maintained.

12. To carry out a range of administrative tasks to support the Lord Mayor’s Office to include: photocopying, filing, postal sorting, petty cash handling and distribution of invitations.

13. To identify any robing requirements for the Lord Mayor, Deputy Lord Mayor and High Sheriff as required, ensuring the proper storage and security of robes.

14. To ensure that the Lord Mayor’s regalia is secure, available, kept clean and maintained to the highest standard

15. To record telephone messages on behalf of the Lord Mayor, Deputy Lord Mayor and High Sheriff.

16. To ensure the maintenance of the visitors’ books in the Lord Mayor’s parlour.

17. To act in accordance with the council and departmental policies and procedures including customer care; equal opportunities; health and safety; safeguarding and any pertinent legislation.

18. To participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

19. To undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

20. To undertake such other relevant duties as may, from time to time, be required.


This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.


Employee specification

	Date:
	21st April 2026


_____________________________________________________________________

	Department:

	Legal and Civic Services 

	Post number:

	LMBS011

	Section:

	Office of the Lord Mayor, Protocol and Civic Engagement  

	Job title:

	Civic Attendant – Casual Pool

	Grade:

	Grade 2 


_____________________________________________________________________ 

Essential criteria

Experience

Applicants must, as at the closing date for receipt of applications, be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in each of the following three areas:

a) providing a service to elected representatives, board members or senior management, on a face-to-face basis, while maintaining strict confidentiality; 
b) providing a high-quality hospitality service for meetings or events; and
c) undertaking administrative, cash handling and light cleaning duties.


Desirable criteria

In addition to the above experience, Belfast City Council reserves the right to shortlist only those applicants who can demonstrate, by providing personal and specific examples on the application form:

· in the first instance, at least two years’ relevant experience in each of the three aforementioned areas; andin the second instance, (d) experience of working in a political or sensitive environment.

Special skills and attributes

Applicants should be able to demonstrate evidence of the following special skills and attributes which may be tested at interview:

Communication skills: the ability to communicate effectively, both orally and in writing, including the ability to complete forms and other basic administrative tasks.

Customer care skills: the ability to respond appropriately to the needs of customers and deal with people at all levels, such as senior management, board members, elected dignitaries or civic dignitaries, with tact and discretion.

Team working skills: the ability to work in a team and on initiative to achieve goals and objectives.

Work planning skills: the ability to plan workload and work to strict deadlines.

Political sensitivity skills: the ability to exercise a high degree of professionalism and dignity when dealing with elected representatives on a daily basis and at high profile occasions and to ensure that confidentiality is maintained at all times.

d) 
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