______________________________________________________________________________
Job description

	Date:
	19 December 2016


_____________________________________________________________________

	Department:

	Legal and Civic Services

	Post ID number:

	PRCVSSO001

	Section:

	Facilities Management 

	Job title:

	Civic Services Operations and Safety Officer

	Grade:

	Grade 7


_____________________________________________________________________

Main purpose of job

To assist the Civic Services Manager in the effective operation of the reception and telephony functions and supervision of all assigned staff, and for the effective planning and supervision of the work of the Civic Buildings Assistant and the Operations Assistant. 

To assist the Civic Services Manager in the implementation of safe systems of work within the Civic HQ Unit and across the Facilities unit’s other activities, for the development of effective fire safety and evacuation processes and topical risk assessments, for effective liaison with the corporate Health and Safety Unit in respect of all aspects of the Facilities Unit’s work and for compliance with all relevant health and safety legislation, policies and best practice.

To assist the Civic Services Manager in the provision of an effective ‘landlord’ role in buildings owned or leased by the council, and for the monitoring and enforcement of any staff policies established in respect of the use of built assets.

To assist the Civic Services Manager in the management and administration of all assigned staff car-parking facilities.

To assist as required in respect of the functions and exhibitions work-stream and also in the general administrative work of the unit.
Summary of responsibilities and personal duties

1.  To deputise for the Civic Services Manager within the post-holder’s sphere of responsibility.

2.  To assist in organising, deploying and supervising allocated staff in order to ensure consistently high standards of performance with regard to reception, switchboard and minor maintenance (Civic Buildings Assistant) services.    

3.  To assist in the planning and supervision of the work of the Civic Buildings Assistant and the Operations Assistant.        

4.  To assist in the provision of a proxy ‘landlord’ service in respect of all civic premises owned or leased by the council, to include validation of external payments, development and monitoring of appropriate standards of cleanliness, maintenance, health and safety, evacuations, contractor management and other relevant facilities management issues.

5.  To be responsible for the pro-active implementation and monitoring of council policies in the assigned civic buildings (including but not limited to City Hall, CWB and 9 Adelaide) in respect of clear-desk working, use of allocated space, filing and storage and related matters, and to escalate issues as necessary and in a timely manner.

6.  To be responsible for the establishment of safe systems of work at all allocated sites, and for ensuring, in liaison with the corporate Health and safety unit that all relevant health and safety policies, procedures, tasks and assessments are properly completed in respect of the work of the Civic HQ Unit and to assist in this regard in other areas of the Facilities Unit.

7.  To liaise with Health and Safety representatives and building occupiers to assist in ensuring that appropriate fire-safety arrangements are in place in respect of the council’s principal civic buildings and other assigned premises and that all fire logs and associated documentation are updated in a timely and accurate manner.

8.  To ensure that effective risk assessments are produced in a timely manner for all the unit’s activities and responsibilities.

9.  To assist as required in the planning, co-ordination and delivery of all decanting exercises needed at council properties.

10.  To assist in the development, monitoring and management of an effective administrative mechanism to control the use and booking of meeting rooms at all assigned civic premises.

11.  To liaise with the Property Maintenance unit in respect of maintenance and repairs at all allocated buildings in order to ensure that prompt remedial works are undertaken.

12.  To assist with the administration of car-parking for council members and officers,
    	including the development and management of automated access-control   
     	systems to specified council premises and car parks as necessary, and the control,    
     	issue and management of fobs, cards and keys and the maintenance of all 
    	 associated databases and records.

13.  If so required, to assist in the management and administration of any allocated  
     	City Hall retail area(s), including the stocking of the area and responsibility for the 
    	 associated income and expenditure and control of stock in hand.

14.  To undertake staff training and to participate in the review and implementation of   
      	staff training and development plans (PDPs).

15.  To carry out all duties in accordance with health and safety legislation and/or   
     	related legislation or codes of practice and Belfast City Council regulations or 
     	directions.

16.  To liaise closely with, assist and/or provide operational cover for the Function and  
      	Exhibition Management Officer and Function Management Assistants as dictated   
          by operational requirements. 

17.  To assist as required in the running and administration of the Exhibition Area 
      	facility within the City Hall.

18.  [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.

19.  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.

20.  [bookmark: _Hlk121384875][bookmark: _Hlk121398265][bookmark: _Hlk121394429]Participate as directed in the Council’s recruitment and selection procedures.

21.  [bookmark: _Hlk121398252]Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation.

22.  Carry out any other relevant duties as directed by the Civic Services Manager.

23.  Undertake these duties in such a way as to protect and enhance the reputation and public profile of Belfast City Council.

24.  Undertake such training as may be identified for the maintenance of essential skills.

25.  Undertake such other relevant duties as may from time to time be required.

[bookmark: _Hlk121385516]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
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_____________________________________________________________________

	Department:

	Legal and Civic Services

	Post ID number:

	PRCVSSO001

	Section:

	Facilities Management 

	Job title:

	Civic Services Operations and Safety Officer
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_____________________________________________________________________

Essential criteria

Qualifications and Experience

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

· have a third level qualification in a relevant subject, such as Business Studies, Occupational Health and Safety or an equivalent relevant qualification and 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 areas; or
· be able to demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience in each of the following areas:

a) direct involvement in the management of Safe Systems of Work within a large public building to include health and safety, coordination of first aid, fire safety, management of risk assessments, control of contractors, and the implementation of relevant legislative health and safety policies; 

b) direct involvement in the provision and supervision of a civic services operations team to include telephony switchboard operation, reception service, or similar; and

c) direct involvement in the management of a public building through the provision of an effective landlord role, including the monitoring and implementing of any staff policies in respect of use of built assets.   








Desirable criteria

In addition to the above experience and, or qualification, Belfast City Council reserves the right to shortlist only those applicants who, as at the closing date for receipt of application forms:

· in the first instance, either possess a third level qualification in a relevant subject, such as, Business Studies, Occupational Health and Safety or equivalent qualification and can demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience in each of the above noted areas, (a) – (c), or can demonstrate on the application form, by providing personal and specific examples, at least three years’ relevant experience in each of the above noted areas, (a) – (c); and
· in the second instance, possess a relevant formal qualification or accreditation in a Health and Safety discipline.


Special skills and attributes

Applicants must also be able to demonstrate that they possess the following special skills and attributes which may be tested at interview:

Analysis and decision-making skills: the ability to make day-to-day decisions on operational issues which can affect a number of people.

Customer care skills: the ability to recognise the need to respond to internal and external customers appropriately.

Team working and leadership skills: the ability to get teams to focus on outcomes, encourage participation and evaluate the work of the team with the ability to work effectively both independently and as part of a team.

Communication skills: the ability to explain operational processes and advise and coach junior members of staff.

Service improvement skills: the ability to think creatively about methods and make informed proposals for service and safety improvements.

Technical knowledge: a knowledge of fire safety and evacuation processes and topical risk assessments, and all relevant health and safety legislation, policies and best practice.

Work planning and organisational skills:  the ability to manage yourself and others to ensure the safe work systems across all facilities. 

Political sensitivity awareness: the ability to respond appropriately to elected representatives, chief officers, the public and other external agencies in a helpful and positive way, meeting their needs and presenting a good image of the council.
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