Northumberland County Council

JOB DESCRIPTION

	Post Title: Control Reception Officer
	Director/Service/Sector People
	Office Use

	Band: 2
	Workplace: Kyloe House
	JE ref: 277
HRMS ref:

	Responsible to: Site/Buildings Manager

	Date: 06.05.09
	Manager Lever:
	

	To contribute to the provision of a security/Reception service at Kyloe House.



	Resources
	Staff
	No Staff

	Finance
	No 

	Physical
	Safety and Security of the building

	Clients
	Young people and Staff 

	Duties and key result areas:

1. To operate the computerised Security management System within Kyloe House and take steps to rectify faults when problems occur.

2. To operate CCTV and procedures.

3. Issue all staff with keys, personal attack alarm system and record as appropriate.

4. To ensure all staff and Y.P. on mobility are correctly logged in/out of the building, updating the Fire Register as necessary.

5. To ensure all visitors are properly logged in/out of the building ensuring security procedures are followed at all times.

6. In the event of a fire alarm situation carry out procedures as instructed and assist the Duty Manager/Fire Liaison Officer in the event of a fire.  Keep F.L.O. chart updated.

7. To liaise with care staff and other professionals both on and off the site and manage the response in the case of a site emergency.

8. Liaise with outside support to report any defects on the security system, assist with remedial action and record as appropriate.

9. Telephone and reception duties.

10. Control testing of fire alarms.

11. To provide support to the Site Manager, Buildings Assistant and Residential Support Services Manager as and when required including sorting mail, filing, photocopying, operating fax machine and answering the telephone.

12. Training of new staff on the SMS system and associated procedures.

13. Demonstrate SMS to Visitors, elected members etc.

14. Monitoring of forms and advising Building Management Officer/Support Services Manager of any relevant changes.

15. Maintain the integrity of the security procedures and associated tasks.

16. Any other duties consistent with the nature and grade of the post.

The duties and responsibilities highlighted in this Job Description are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and extent of the post and the grade has been established on this basis.

	Work Arrangements

	Transport requirements:

Working patterns: three week rolling rota

Working conditions: office based
	


Northumberland County Council
PERSON SPECIFICATION

	Post Title:  Control Reception Officer  
	Director/Service/Sector:
	Ref: 277

	Essential
	Desirable
	Assess

by

	Knowledge and Qualifications

	Demonstrate basic numeracy and literacy.

Basic I.T Skills

	
	

	Experience

	Experience of Security Systems.

CCTV and procedures 

 Clerical/Admin Experience

Telephone/Reception skills

Basic I.T skills

	
	

	Skills and competencies

	Calm temperament and confidence to deal with people at all levels.

Good communication skills – oral and written

Ability to respond calmly in emergency situations.

Ability to work with minimal supervision following set procedure.

Willingness to show flexibility towards duties.


	Knowledge of customer care skills
	

	Physical, mental and emotional demands

	Able to meet the physical demands of the post.

	
	

	Other

	Able to work and meet deadlines.

Able to work within shift pattern and to meet service requirements.

 
	
	


Key to assessment methods; (a) application form, (i) interview, (r) references, (t) ability tests (q) personality questionnaire (g) assessed group work, (p) presentation, (o) others e.g. case studies/visits

Appendix 3

National Qualification Framework
The three regulatory authorities have updated the National Qualifications Framework for England, Wales and Northern Ireland as part of a review of regulatory arrangements. (The three regulatory authorities are QCA, ACCAC and CCEA).

The NQF is designed to help with career progression and act as a guide to learners to make informed decisions about their training needs. 

It aims to:

· promote access, motivation and achievement in education and training, strengthening international competitiveness 

· promote lifelong learning by helping people to understand clear progression routes 

· avoid duplication and overlap of qualifications while making sure all learning needs are covered 

· promote public and professional confidence in the integrity and relevance of national awards. 

The following table provides an indication of the new frameworks.

	National Qualifications Framework
	Framework for Higher Education Qualification levels (FHEQ)

	8

Specialist awards 
	D (doctoral)

doctorates 

	7 

Level 7 Diploma

Professional qualifications 
	M (masters)
masters degrees, postgraduate certificates and diplomas 

	6

Level 6 Diploma 

Professional qualifications
	H (honours)
bachelors degrees, graduate certificates and diplomas 

	5

Level 5 BTEC HND
	I (intermediate)
diplomas of higher education and further education, foundation degrees, higher national diplomas 

	4
Level 4 Certificate 
	C (certificate)
certificates of higher education 

	3
Level 3 Certificate (OND)
Level 3 NVQ 
A levels 
	

	2
Level 2 Diploma 
Level 2 NVQ 
GCSEs Grades A*-C 
	

	1
Level 1 Certificate
Level 1 NVQ 
GCSEs Grades D-G 
	

	Entry
Entry Level Certificate in Adult Literacy
	


The use of levels in the NQF is to indicate the generally comparable outcome of an award but does not indicate that different awards share purpose, content and outcomes.
