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Job description 

		Date:  
	12 point Arial – not bold



	27 August 2025


___________________________________________________________________
	
Department:

	
Legal and Civic Services

	Post ID number:

	LMSO009 

	Section:

	Office of the Lord Mayor, Protocol and Civic Engagement

	Job title:

	Civic Engagement and Events Support Officer

	Grade:

	Grade 6 


__________________________________________________________________

Main purpose of job 

Be responsible to the Operations and Civic Engagement Manager for assisting in the administration and effective delivery of special projects and initiatives as part of the office’s programme of work.

Be responsible to the Civic Engagement and Events Officers for the preparation of briefings, speeches and presentations for the civic dignitaries.

Support the Civic Engagement and Events Officers to ensure the effective delivery of major civic events, ceremonies and functions.

Support the Civic Engagement and Events Officers in the diary management function and to organise engagements on a daily basis. 

Represent the Civic Engagement and Events Officers as required within the post holder’s sphere of responsibility within a politically sensitive environment.


Summary of responsibilities and personal duties 

1. Assist the Operations and Civic Engagement Manager in the administration and effective delivery of special projects and initiatives as part of the office’s programme of work.

2. Support the Civic Engagement and Events Officers in the preparation of briefing notes, speeches and agendas as necessary and ensure these are provided to the civic dignitaries for all engagements and events within a specified timescale.

3. Assist in the organisation of major civic events, functions, ceremonies and engagements, as directed, and attend events when required.

4. Collate information for the Operations and Civic Engagement Manager regarding Freedom of Information (FOI) requests within required timescales.

5. Assist in the preparation of written correspondence for the civic dignitaries.

6. Prepare minutes and agendas for meetings and service them as required.

7. Prepare briefings and collate information including finance in relation to civic visits.

8. Collate information and briefings and attend meetings relating to charity and other events on behalf of civic dignitaries.

9. In accordance with council standing orders and financial regulations, assist in the preparation of estimates, specifications and documentation for external quotations and tenders and monitoring the quality of the goods and service provided for the events.

10. Undertake research on a wide range of topics and prepare reports in consultation with the Operations and Civic Engagement Manager.

11. Establish and maintain good working relationships with council departments, council members, civic dignitaries and external bodies to ensure a coordinated approach.

12. Provide knowledge and up-to-date information on corporate strategies and policies including, for example, the Belfast Agenda and City Deal.

13. Provide general administrative support including preparation and updating of databases.

14. Attend civic functions, engagements and receptions in a support capacity as and when required.

15. 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.

16. [bookmark: _Hlk121398265][bookmark: _Hlk121394429]Participate as directed in the council’s recruitment and selection procedures.

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

16. [bookmark: _Hlk111624112]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.

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

18. 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:                     2 November 2026
___________________________________________________________________
	
Department:

	
Legal and Civic Services

	Post ID number:

	LMSO009 

	Section:

	Office of the Lord Mayor, Protocol and Civic Engagement

	Job title:

	Civic Engagement and Events Support Officer

	Grade:

	Grade 6 


__________________________________________________________________

Essential criteria

Qualifications and experience

· Applicants must, as at the closing date for receipt of application form must have at least five GCSEs (grades A - C) including English, or equivalent qualifications[footnoteRef:1].  [1:  Equivalent qualifications may include candidates who have passed the council’s online computer-based assessment tests and been appointed to an administrative and/or clerical role within the council.] 


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

(a) working effectively with senior managers or elected members, including preparing reports and briefings, diary management, speeches or presentations and dealing with confidential and politically sensitive issues;
(b) assisting in the monitoring and preparation of financial estimates and delivering projects or initiatives varying in scope and magnitude; and, or
(c) assisting in the organisation of major events or public engagements by making appropriate arrangements and attending such, as and when required.  

Desirable criterion

In addition to the above qualifications and 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, at least two years’ relevant experience in at least two of the aforementioned three areas, (a) to (c).

Special skills and attributes

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

Communication skills: the ability to communicate clearly and effectively, both orally and in writing, including the ability to draft reports and other documents on a range of issues using clear language and to draft effective presentations.

Influencing, persuading and interpersonal skills:  the ability to win the support of elected members, senior managers and representatives of outside organisations through the ability to present reasoned arguments.  The ability to build a rapport with others, listening and learning as well as offering help and support.

Decision making, problem solving and judgement skills:  the ability to solve problems and exercise critical judgement in arriving at practical solutions, advice and recommendations.

Political sensitivity skills:  an awareness of the importance of day-to-day public relations with the ability to establish good working relationships with elected members and senior managers.

Work planning and organisational skills:  an understanding of the techniques of project management and the ability to manage others to ensure the best possible results are produced. The ability to establish and maintain effective administrative, work monitoring and tracking systems.

Customer care skills:  sound knowledge of customer care principles and practice with the ability to understand and respond to customer.

Information technology skills:  the ability to use a range of standard computer programmes and new technology to increase business efficiency.

Team working and leadership skills:  the ability to manage effectively and encourage teamwork to deliver successful results building rapport with others, listening and learning as well as offering help and support and developing others through training and mentoring.

Performance management skills:  the ability to establish and maintain a performance-oriented culture to ensure the delivery, monitoring and review of strategies and business plans.

Public sector corporate knowledge: knowledge and understanding of working corporately in a large organisation and an understanding of current social, political and economic issues relating to the work of the public sector including the modernisation of local government.
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