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Job Description

	1. POST DETAILS

	Business Centre:
	Community Development

	Section:
	Safer Runnymede

	Compulsory Requirements:
	Community Services

	Working Hours:
	18.5 hours per week over rostered shifts.

8 hr shifts (24/7) incl. Lunch Break
Shift times:
06.30-14.30 (Early)
14.30-22.30 (Late)
22.30-06.30 (Night)


	Grade:
	7

	Work Base:
	Civic Offices

	Prepared/Agreed by:
	Community Services Manager (Safer Runnymede)

	Date:
	April 2024



	2. ORGANISATIONAL RELATIONSHIPS

	Reports to:
	Operation Supervisor(s)




	3. JOB PURPOSE & OBJECTIVES

	To operate CCTV, Telecare/Lone Worker alarms, Radio systems, intruder, fire, and panic alarms and Emergency Standby Systems in accordance with the Council’s “Code of Practice” and procedures manuals. 
To provide an out-of-hours call-centre service for Council departments and partners (where applicable). 
To perform other ancillary Civic Offices duties which do not conflict with the primary operational responsibilities within the Control Centre.

	5. MAIN DUTIES OF THE POST

	i. To monitor and respond to Telecare/GPS/Lone Worker Alarms promptly within set KPI targets; deciding and co-ordinating the appropriate responses as necessary; liaising with Community Services section concerning such responses and reactions whenever appropriate.  Providing access, out-of-hours, to visitors to Sheltered Housing units by ensuring bona-fide credentials.


	ii. To operate the CCTV system for Runnymede and partner councils and for Ashford & St Peter’s Hospitals Trust and any other CCTV systems as they come on line. Liaising with the police or other Council departments in relation to criminal activity, breaches of enforcement and hazards affecting the safety and wellbeing of the general public.  To liaise with the police regarding “hits” on the Automatic Number Plate Recognition system.


	iii. To monitor and respond to Radio/ICAD/ANPR systems from Surrey Police “Shop-Safe” and “Pub Watch” radio, Surrey County Council radio, St Peter’s and Ashford Hospital security radio system, Hampshire police airwaves, Rushmoor and Hart radio system.


	iv. To operate the Disaster Recovery Community Alarm service when required.


	v. To undertake procedures for dealing with emergencies, including all external communications (sending, receiving and recording radio and telephone messages).  This will involve acting as the Council’s first line of response to outside bodies and the public and contacting standby personnel as and when required.


	vi. To operate the out-of-hours call-centre service, taking calls from tenants and members of the public on behalf of various Council departments and other councils (where applicable) logging details and passing to on-call contractors or Council officers as appropriate.


	vii. Archiving evidence and producing data of incidents and making formal statements of evidence for police. Attend Court or other hearings as necessary to give evidence.


	viii. To maintain all records, logs and diaries as required. Maintain an electronic operators log when on shift.


	ix. To log equipment faults and liaise with Maintenance Contractors, including regular inspections and testing of all Control Centre equipment.


	x. To volunteer to undertake additional shifts as and when required.


	xi. To maintain the confidentiality, privacy and security implications of the Control Centre work together with the details of the installations and their operational function.


	xii. To undertake any other Control Centre duties which may be allocated from time to time which are commensurate with the post-holder’s qualifications and experience.


	xiii. To be responsible for the security of the Civic Offices out-of-hours.


	xiv. To respond appropriately to fire, intruder or panic alarms received from various Council owned premises using our alarm receiving computerised system. This includes receiving SMS text messages and taking appropriate action.


	xv. Providing no conflict with the Main Duties of the post; to assist in the smooth day-to-day running of the Civic Offices, access, health and safety, fire prevention.


	xvi. Checking for emergencies e.g. Flood Watch/Warning notices received from the Environment Agency, informing named persons and updating the operators log and cascading emergency response as directed.


	General
The above is a record of the main duties and responsibilities of this post at a given date. As necessary, following consultation, duties may change from time to time to meet the requirements of the service.




























Person Specification

	Please indicate whether the criteria is assessed again the application form or interview by using a  in the columns to the right.
	

	
	Method of Assessment

	
	App Form
	Interview

	Essential Education & Training
	
	

	
	
	

	Multi-tasking capability
	
	

	
	
	

	Multi-disciplined training/experience
	
	

	
	
	

	Desirable Education & Training
	
	

	
	
	

	Current S.I.A. License (CCTV)
	
	

	
	
	

	Good Social/Political awareness
	
	

	
	
	

	Good general standard of education – minimum 4 GSCE or equivalent
	
	

	
	
	

	Essential Working Experience & Knowledge
	
	

	
	
	

	Considerable experience of working with the public in either a customer services role or Control/contact centre environment
	
	

	
	
	

	‘Situational awareness - Streetwise’ - able to detect/recognise the abnormal
	
	

	
	
	

	Awareness of GDPR (Data Protection) & Human Rights Act
	
	

	
	
	

	Local Knowledge
	
	

	
	
	

	Desirable Working Experience & Knowledge
	
	

	
	
	

	Maintenance of accurate written records
	
	

	
	
	

	Recent experience in one of both of:
	
	

	Telecare
	
	

	Liaison with the police
	
	

	
	
	

	Essential Personal Qualities
	
	

	
	
	

	Conscientious with complete reliability and integrity
	
	

	
	
	

	Caring personality
	
	

	
	
	

	Team player
	
	

	
	
	

	Calm under pressure
	
	

	
	
	

	
	Method of Assessment

	
	App Form
	Interview

	Essential Personal Qualities
	
	

	
	
	

	Accurate
	
	

	
	
	

	Adaptable
	
	

	
	
	

	Competent when dealing  with life and death situations
	
	

	
	
	

	Desirable Personal Qualities
	
	

	
	
	

	Able to work on own initiative
	
	

	
	
	

	Good time management
	
	

	
	
	

	Essential Skills/Attributes
	
	

	
	
	

	Competent in the use of different software packages
(e.g. Outlook/Excel/Access/Bespoke software packages)
	
	

	
	
	

	Good keyboard skills
	
	

	
	
	

	Good observational skills
	
	

	
	
	

	Good interpersonal/communication skills – verbal and written
	
	

	
	
	

	Ability to think quickly and make confident decisions
	
	

	
	
	

	Ability to learn quickly and absorb information
	
	

	
	
	

	Ability to prioritise tasks
	
	

	
	
	

	Desirable Skills/Attributes
	
	

	
	
	

	Good report writing
	
	

	
	
	

	Career Objectives / Requirements
	
	

	
	
	

	Willing to attend and pass mandatory courses
(note: Contract Terms. Early self- termination within 12 months of employment will result in repayment of mandatory training costs £1200.00)
	
	

	
	
	

	Willing to undergo NPPV2 police checks and clearance – a negative vetting outcome will result in a withdrawal of the job offer
	
	





	
	Method of Assessment

	
	App Form
	Interview

	Essential Special Requirements
	
	

	
	
	

	Excellent hearing and eyesight and not colour blind
	
	

	
	
	

	Capable of full shift work and willing to work specified rotas
	
	

	
	
	

	Required to be NVPP2 cleared (Police clearance)
	
	

	
	
	

	Desirable Special Requirements
	
	

	
	
	

	Willing to work extra shifts
	
	

	
	
	

	Lives in Runnymede 
	
	

	
Is a car driver
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