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Job description

	Date:
	29 May 2025


_____________________________________________________________________

	Department:

	Legal and Civic Services 

	Post number:

	LMBS010  

	Section:

	Office of the Lord Mayor, Protocol and Civic Engagement  

	Job title:

	Civic Chauffeur – 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 provision of a professional, efficient, effective and courteous chauffeur service to the Lord Mayor and other civic dignitaries.  

To undertake basic clerical duties, including the use of core administrative IT systems.

To assist at receptions and functions and to provide administrative support to the Office of the Lord Mayor, Protocol and Civic Engagement section team as required.   



Summary of responsibilities and personal duties

1. To be responsible for driving the civic dignitaries or other persons as required on official engagements and where practicable, to ensure that they arrive at official engagements on time. To communicate with the civic dignitaries and event contacts when required

2. To drive each of the department’s vehicles as assigned in connection with the duties of the post and to complete vehicle log detailing journey, personnel, mileage, and fuel, in line with operational procedures.

3. To be responsible, daily, for ensuring the official vehicles are in a clean, roadworthy condition, both externally and internally, which should be undertaken within normal working hours or otherwise by agreement with the Operations and Civic Engagement Manager via the Civic Engagement and Events Officer.

4. To inform the Civic Engagement and Events Officer of any defects pertaining to the official vehicles.
5. To consult the Civic Engagement and Events Officer when service or repairs are required and to be responsible for arranging with vehicle supplier to ensure replacement vehicles are suitable; to keep and record relevant documentation, advising the Civic Engagement and Events Officer accordingly.
6. To be responsible for arranging supply of additional vehicles that may be required. To identify and source supplies of cleaning products and lubricants for official vehicles.
7. To liaise with other Civic Chauffeurs and Civic Engagement and Events Officer to ensure that, each week, official engagements are adequately covered by the shift rota.
8. To be responsible for chains of office when the civic dignitaries have engagements outside the City Hall and to ensure that, after use, the chains of office are locked in the parlour safe or other secure location as required.
9. To act as key holders, responsible for securing the Lord Mayor’s Suite and setting the security system, as required.
10. To attend on the civic dignitaries during functions and otherwise, such as the serving of beverages and food in the parlour or other locations, in an accomplished, competent and unobtrusive manner.
11. To escort visitors to the Lord Mayor’s parlour and other locations and to assist with the maintenance of the register of gifts received by civic dignitaries and other appropriate records as required.
12. To act as a civic attendant to the civic dignitaries on appropriate occasions and to make official announcements as required
13. To be responsible for distributing weekly schedules to appropriate parties as required.
14. To be responsible for the collection and delivery of flowers from the Lord Mayor’s parlour and offices each week and from the function rooms as required.
15. To collect and deliver miscellaneous mail and packages as and when required by the Lord Mayor’s Office, including deliveries to Royal Mail locations.
16. To undertake any driving duties, including the delivery of minute books, summonses and correspondence, as required by the Democratic Services Section and be responsible for informal and day-to-day collections and deliveries.
17. To take phone or other messages, passing them on to the civic dignitaries or other colleagues as appropriate.
18. To undertake to drive councillors, Chief Executive and senior officers as and when required in a professional manner.
19. To participate in training as deemed necessary for the responsibilities of the post holder.
20. To undertake on the job training for new, temporary or assigned staff and inspect the work to ensure quality control standards are maintained.
21. To be responsible for, when required, handling petty cash and ensuring the Civic Engagement and Events Officer receives relevant receipts.
22. Act in accordance with the council and departmental policies and procedures including customer care; equal opportunities; health and safety; safeguarding and any pertinent legislation.

23. 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.

24. Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

25. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

26. 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:
	8 May 2026  


_____________________________________________________________________
	
Department:

	
Legal and Civic Services 

	Post number:

	LMBS010

	Section:

	Office of the Lord Mayor, Protocol and Civic Engagement  

	Job title:

	Civic Chauffeur – Casual Pool

	Grade:

	Grade 2 


_____________________________________________________________________

Essential criteria

Qualifications and experience

Applicants must at the closing date for receipt of applications:
(a) possess a full, current driving licence which enables them to drive in Northern Ireland;andbe able to demonstrate on the application form, by providing personal and specific examples, that they have at least two years’ relevant experience of driving passengers in a professional capacity.


Desirable criteria

In addition, Belfast City Council reserves the right to shortlist, only those candidates who:
(b) in the first instance, applicants who can demonstrate by way of example on their application form, at least one year’s professional driving experience as a chauffeur or equivalent; and
· in the second instance, hold a current Advanced Driving qualification.

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.
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