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	JOB TITLE
	Resilience Support Officer

	GRADE
	SCP 24-27

	POST NUMBER
	7223A 

	RESPONSIBLE TO	
	Community Safety, Enforcement and Resilience Team Leader

	RESPONSIBLE FOR
	N/A

	PRIMARY LOCATION
	International House

	WORKING PATTERN 
	Weekdays 

	ON CALL / CALL OUT ARRANGEMENTS 
	N/A 

	JOB SUMMARY
	Provide comprehensive administrative and coordination support to the Community Safety and Resilience Team Leader and Senior Resilience Officer, helping to ensure the council meets its statutory responsibilities under all relevant legislation. Support the effective coordination and promotion of Emergency Planning, Business Continuity, and Safety Advisory Group matters through proactive internal and external liaison. Actively contribute to the delivery of service objectives by assisting the Team Leader across a wide range of operational and organisational tasks.

	ROLE REQUIREMENTS
	

	1. 
	Ensure all enquiries relating to Resilience are managed promptly and professionally, providing accurate and detailed advice to members of the public, council staff, and elected councillors. Resolve routine and moderately complex issues independently, escalating only those that are high risk, sensitive, or requiring strategic oversight to the Senior Resilience Officer or Team Leader.

	2. 
	To assist in the development of the council’s suite of corporate Emergency Plans and Business Continuity plans to fulfil the authority’s statutory requirements under the Civil Contingencies Act.

	3. 
	Arrange and attend meetings, including Tactical level multi agency forums, preparing agendas, taking accurate minutes, and circulating all documentation to relevant stakeholders in a timely manner. Coordinate and track follow up actions arising from these meetings, ensuring responsibilities are clearly assigned and progress is monitored to support effective delivery and accountability.

	4. 
	To assist the Senior Resilience Officer in ensuring that both the Emergency and Welfare Centres are in an operational state and fit for purpose with a detailed itinerary and to recommend and support implementation of any changes required.

	5. 
	Assist with the promotion and facilitating of Community Resilience plans of community and parish councils.

	6. 
	Lead on the coordination and risk assessment of all event applications submitted to the Safety Advisory Group (SAG), ensuring each proposal is reviewed thoroughly and in line with statutory guidance, local policy, and recognised safety standards. Gather, analyse, and circulate essential information to SAG members to support informed decision making and the safe planning of events. Maintain accurate, up to date records within the EventApp system, monitoring the progress of each application from submission through to approval. Proactively track actions, follow up with organisers and partners, and ensure that all safety requirements are met to safeguard the continued safe delivery of events across the district.

	7. 
	Coordinate and support the delivery of Safety Advisory Group (SAG) meetings by scheduling sessions, preparing agendas, compiling documentation, and ensuring all relevant partners receive timely and accurate information. Facilitate effective meeting management by capturing key discussion points, decisions, and actions, and by monitoring progress against agreed tasks.

	8. 
	Develop and maintain local and/or national professional networks and relationships with external organisations and professionals.

	9. 
	To assist the Senior Resilience Officer in maintaining accurate and current contacts and resources database to provide valid information in emergency situations.

	10. 
	To be aware of new and existing Government and Local Authority policies, regulations, procedures and guidance as it affects Emergency Planning, Business Continuity and Safety Advisory Group. To assist the Team Leader and Senior Resilience Officer in implementing changes linked to the above

	11. 
	Equal Opportunities
To promote equality of opportunity in employment and service provision and eliminate unlawful discrimination.
To recognise that people have different abilities to contribute to the council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	12. 
	Emergency Planning
To participate required in the council’s Emergency Planning operations including undertaking training and exercising as directed
To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours
To participate in the recovery stage following the emergency.

	13. 
	Business Continuity - In the event that an incident has occurred which disrupts the council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	14. 
	Data Protection - To ensure that data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation

	15. 
	Health and Safety - All employees have responsibilities under The Health and Safety at Work Act 1974.  These responsibilities are laid out in the council’s Health and Safety Policy, available on the Intranet or from Personnel.

	16. 
	Safeguarding - Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough.

	17. 
	Additional Duties - To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	DATE
	August 2026






	PERSON SPECIFICATION
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	Educated to A level, or equivalent, or evidence of equivalent academic ability
	An emergency planning and/ or business continuity, or related qualification

	EXPERIENCE
	Experience of working in partnership with other agencies
Experience of minute taking and writing 
Progressive experience in an administrative field
	Working in a Resilience planning environment
Experience preparing and delivering training and exercises including making formal presentations.
Experience in either a local authority or emergency service

	SKILLS & KNOWLEDGE
	Knowledge of Business Continuity and Emergency Planning.
Knowledge of the Borough
Experience of working with IT systems. Proactive with excellent attention to detail
Ability to communicate effectively using a variety of media
	Knowledge of the authority’s structure & organisation
Knowledge of the Borough
Knowledge of the Civil Contingencies Act 2004
Ability to understand and read maps and mapping systems 
Knowledge of emergency services and the role of all organisations involved in emergencies.

	OTHER REQUIREMENTS
	This role requires some work out of normal office hours in order to cover emergency events or be on stand-by.

	Able and prepared to work at different locations and outside normal office hours to meet peak workloads or other contingencies of the post





Contractual / Training Requirements 
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	No

	Requires Driving Licence
	Yes
	

	Management/Supervisor Responsibilities 
	
	No

	Night Working - Working 3+ hours  between 11pm and 6am
	
	No

	Lone Working 
	
	No

	Working in confined spaces
	
	No 

	Safety Critical Worker – completing a task e.g. working at heights or with hand-held machinery - if impaired would pose a significant risk to self/others.
	
	No

	Health Surveillance – Includes audiometry, HAVs, dermatology, lung function.
	
	No

	Enforcement Responsibilities – name cannot be disclosed 
	
	No

	Emotionally Demanding - employee is dealing with trauma / vicarious trauma 
	Yes
	

	Conflict Exposure – employee will frequently encounter disagreements/disputes of varying intensity while carrying out their role 
	
	No

	Enforcement/ Security Industry Authority licensed - employee licensed by (SIA)
	
	No

	Safeguarding Training Required
Level 1 - Ad hoc contact / never be left alone with a child, young person or adult at risk
Level 2 - Likely to come into contact with children/young people/adults at risk, through the nature of the role, but has no responsibility for supervision, or has line management
Level 3 - Responsibility for supervision of children, young people or adults at risk, or has safeguarding lead responsibilities as part of their role.
	
	Level 2 
	

	DBS check required – confirmed by a counter-signatory
	
	Standard
	

	Asbestos Exposure
1 - Office based with little or no exposure risk
2 - Likelihood of contact is remote and secondary to their role
3 - Potential to encounter asbestos as part of their role
	Level 1
	
	

	Legionnaires exposure
1 - Basic Awareness Training - may come into contact with bacteria in water systems
2 - Training on Legionnaires Disease - directly working with any of the following (or other sources of contaminated water)
	Level 1
	

	Weil's exposure
Employees who work in areas where they may come into contact with the urine of infected animals, such as such as rats, cattle, pigs, and dogs. OR contaminated water or soil
	
	No
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