______________________________________________________________________________
Job description

	Date:
	25 February 2026


_____________________________________________________________________

	Department:

	City and Neighbourhood Services

	Post number:

	EPPO001

	Section:

	City Services

	Job title:

	Emergency Planning Officer

	Grade:

	Grade 7


_____________________________________________________________________

Main purpose of job

Be responsible to the Emergency Co-ordination Officer (ECO) for assisting in the management and implementation of the council’s emergency planning arrangements, ensuring that plans are regularly reviewed and updated.

Be responsible for training personnel in the operation of the plans, support systems and the Rest Centres, arranging exercises both internally and with other external stakeholders, and for organising debriefs and lessons learned.

Develop and maintain working relationships with all relevant agencies, and where appropriate represent the council on external training, working groups and exercises.

Provide 24/7 on-call cover one week in two, alternating with the Emergency Co-ordination Officer.  

Deputise for the ECO when on-call and be the first point of contact in an emergency.

Summary of responsibilities and personal duties

1. Assist the ECO in the implementation of the council’s emergency plans, arrange exercises, review and update plans on a regular basis.
2. Support the ECO in ensuring that the council is prepared to respond to and recover from emergency situations and incidents.
3. Support the ECO in sourcing and providing relevant in-house civil contingencies training to staff at all levels on an ongoing basis. 
4. Develop the generic Emergency Plan to incorporate arrangements for specific emergency situations.
5. Represent the council on external training, multi-agency working groups and exercises as required.
6. Organise debriefs after exercises and real events and incorporate agreed learning outcomes into the preparedness plans.
7. Develop IT systems and other resources to enhance preparedness and recovery.
8. Support the administration and finance functions of the service.
9. Ensure that the Emergency Co-ordination Centre, resources, equipment and facilities are maintained and can be activated without delay in an emergency.
10. Support the ECO in advising and assisting the EMT before, during and after an incident. 
11.  Keep all relevant databases and contact directories up to date.
12. Support the City Protection Services Departmental Management Team in developing effective business continuity plans for critical services within the department.
13. Represent the council on regional and national Emergency Preparedness, Resilience and Response (EPRR) forums as required.
14. Provide secretariat support to local and regional resilience and internal working groups as required by the ECO.
15. Assist with the development and implementation of the council’s action plan in accordance with recognised standards.
16. Motivate and manage any staff that may be assigned to the post holder to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 
17. 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.
18. Participate as directed in the council’s recruitment and selection procedures.
19. Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 
20. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.
21. 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:
	6 March 2026


_____________________________________________________________________

	Department:

	City and Neighbourhood Services

	Post number:

	EPPO001

	Section:

	City Services

	Job title:

	Emergency Planning Officer

	Grade:

	Grade 7


_____________________________________________________________________

Essential criteria

[bookmark: OLE_LINK1]Driving licence, qualifications and experience

Applicants must, as at the closing date for receipt of application forms:

(a) possess a full, current driving licence which enables them to drive in Northern Ireland or have access to a form of transport which enables them to meet the requirements of the post in full. It is desirable that a vehicle is available for official business; and

· [bookmark: _Hlk223685061]either, have a third level qualification in a relevant discipline such as Public Risk Management, Emergency Planning, Contingency Planning, or equivalent qualification and be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in at least two of the following three areas:
or
· be able to demonstrate on the application form, by providing personal and specific examples, at least two year’s relevant experience in at least two of the following three areas:

(b) preparedness planning, service or business continuity;
(c) interagency working including government, private, voluntary sector agencies; and, or
(d) developing and delivering training programmes.


Desirable criterion

[bookmark: _Hlk222492636]In addition to the above essential criteria, Belfast City Council reserves the right to shortlist only those candidates who, as at the closing date for receipt of application forms, can demonstrate on the application form, by providing personal and specific examples, that they have (e) direct experience of working in the area of emergency planning. 


Special skills and attributes

Applicants must possess the following skills and attributes which will be tested during the interview process:

Communication skills: good written communication skills, writing with clarity and reflecting a good understanding of service issues and excellent oral communication skills, including training and presentational skills and the ability to give clear information and to persuade and influence others.

Technical knowledge: a clear and relevant understanding of risk and public safety issues.

Work planning skills: the ability to plan their workload, manage projects and to meet deadlines.

Information technology skills: an ability to make effective use of IT systems and software packages and understand how computer programmes and new technology can improve emergency planning and response.

Customer care skills: an awareness of the day-to-day operational relationship with external customers and the importance of responding to both internal and external customers.

Team working skills: the ability to work effectively and enthusiastically as a member of a small specialist team.

Interpersonal skills: evidence of creativity and original thinking, and highly developed interpersonal skills.


______________________________________________________________________________
Emergency Planning Officer
30/03/26
