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JOB DESCRIPTION
Job Title:


Emergency Centre Operator


Grade:


Grade 3



Job Location:

Civic Centre

Directorate:


Economy and Place
Service Area:

Land & Property
Responsible to:

Control Centre & Marketing Manager

Responsible for:



Purpose of Job
· To monitor and respond to incoming emergency calls for all CCTV, alarm systems and emergency repairs to public, civic and educational buildings and other appropriate bodies.

Principal Responsibilities

· To monitor and respond to emergency alarm calls from public, civic and educational buildings and other appropriate bodies.

· To monitor and respond accordingly to all emergency calls citywide.

· To monitor and respond accordingly to CCTV systems.

· To be involved in the implementation of the Council’s Major Incident Plan in the event of the Plan being invoked.

Main Duties 

· To work in partnership with other Sections and Directorates of the Council and external organisations.  Assisting in dealing with queries and representations from the general public, Council Members and others.

· To promote the culture and vision of the Directorate and the Council through actively co-operating with other Council employees and management.

· To maintain an awareness of relevant Statutory and City Council regulations, procedures and practices and participating in ensuring Directorate compliance.

· To undertake the duties of the post in accordance with the Authority’s Equal Opportunities and Health and Safety Policies and legislative requirements and all other Council Policies.

· To undertake any training or personal development opportunity identified at a time and venue determined by the Emergency Centre Manager.

· The post holder must act in compliance with Data Protection Principles in respecting the privacy of personal information held by the Council.

· The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of Council records and information.

· To monitor and respond to fire, personal attack and intruder alarms, CCTV systems together with emergency action and repair requests.

· To liaise with all emergency services as required.

· To have full awareness of Major Incident Plan requirements for City Alarm and Emergency Centre, to be able, when required to initiate the councils response in accordance with the laid procedure.

· To ensure all records are maintained accurately, both in written means and various computer software packages.

· To have full awareness of City Alarm and Emergency Centre Code of Practice and Task Assignments.

· To operate various equipment within the Emergency Centre. 

Other Duties

· The post holder must carry out their duties with full regard to the Council’s Equal Opportunities Policy, Code of Conduct and all other Council Policies.

· The post holder must comply with the Councils Health and safety rules and regulations and with Health and Safety legislation.
· The post holder must act in compliance with data protection principles in respecting the privacy of personal information held by the Council.

· The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of Council records and information. 

· To comply with the principles and requirements of the Data Protection Act 2018 and GDPR in relation to the management of Council records and information, and respect the privacy of personal information held by the Council 
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