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	SERVICE:


	Regeneration and Local Services

	SERVICE GROUPING:


	Environment Services – Neighbourhood Protection




1. POST TITLE:


Civic Pride Officer (N,S,E)
2. POST NUMBER:


N.DS.20.1/2/3
3. GRADE:                  


Grade 7 (JE ref A6274)  
4.
LOCATION:
           

Your normal place of work is to be agreed; however, 
you may be required to work at any council workplace            within County Durham.

5.
RELEVANT TO THIS POST:

Flexible Working:
The Council’s flexible working hours policy does apply to this post.

Disclosure & Barring Service:
Subject to DBS enhanced disclosure.
6.
ORGANISATIONAL RELATIONSHIPS

Responsible to the Senior Civic Pride Officer.
Work alongside other Civic Pride Officers, Neighbourhood Warden teams, Refuse & Recycling teams, and Clean & Green teams.
Work with and across all Council service groupings.

Responsive to Elected Members, Area Action Partnerships, residents, community groups, businesses, and other external clients.  
7. DESCRIPTION OF ROLE
To coordinate, develop and deliver high quality, efficient and cost effective Civic Pride activities which are responsive to community need and continue to strengthen the Councils reputation through the visible delivery of a clean, safe and attractive environment.   

  
8. DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST
8.1
To deliver an effective and efficient Civic Pride service to improve the local environment and promote community cohesion.
8.2
To develop and deliver projects, initiatives, awareness raising campaigns and educational programmes that promote Civic Pride’s agenda.

8.3
To support the coordination of multi-agency activities that promotes Civic Pride’s agenda.
8.4
To liaise directly with community groups and support the development of community led initiatives.
8.5 To work with other managers in assisting Direct Services to rationalise services towards common and consistent County standards. 
8.6 Provide the Senior Civic Pride Officer with timely and accurate assessments and forecasts.  This work includes the identification and implementation of efficiencies in service delivery in order to improve value for money for residents.
8.7 To develop and implement safe working practices in order to deliver an effective service.
8.8 To assist in developing policy and procedure.

8.9 To assist in all performance within an area ensuring as far as possible that targets are met, and take an active role in contributing where appropriate to wider Directorate and Corporate targets.

8.10 To assist in the coordination of the involvement of Neighbourhood Protection with Area Action Partnerships, to attend when required and to assist with the fulfilment of commitments in AAP plans as may emerge. 

8.11 To foster and maintain partnerships with a wide range of external stakeholders. 

8.12 To take every opportunity to promote the good work being undertaken by Neighbourhood Protection, for example through the media or directly to Elected Members.

8.13 To take a full and active part in contributing to the development and delivery of service plans, which in turn link to corporate plans. 

8.14 To provide regular assessments, advice and reports to the Neighbourhood Protection Manager (Specialist Services & Engagement, Neighbourhood Protection Manager, Head of Direct Services or Elected Members as required regarding performance and operations within the area

The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by the line management.
9.
COMMON DUTIES AND RESPONSIBILITIES:

9.1
Quality Assurance
To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the Service’s requirements are met and that the highest standards are maintained.

 
To establish and monitor appropriate procedures to ensure that quality data are reported 
and used in decision making processes and to demonstrate through behaviour and 

actions a firm commitment to data security and confidentiality as appropriate.

9.2
Communication

To establish and manage the team communications systems ensuring that the Service’s procedures, policies, strategies and objectives are effectively communicated to all team members.
9.3
Professional Practice

To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of its service to internal and external customers.

9.4
Health and Safety

Manage health and safety in their area of responsibility in accordance with the relevant section(s) of the Corporate/Service Health and Safety Policy and to ensure that the Health and Safety policy, organisation arrangements and procedures as they relate to areas, activities and personnel under your control are understood, implemented and monitored.

9.5
General Management (where applicable)

To provide vision and leadership to staff within a specialist team, ensuring that effective systems are in place for workload allocation and management, the application of the Authority’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.

9.6
Financial Management (where applicable)

To manage a designated budget (as required) ensuring that the Service achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.

9.7
Appraisal

All members of staff will receive appraisals and it is the responsibility of each member of staff to follow guidance on the appraisal process.
9.8
Equality and Diversity
As an organisation we are committed to promoting a just society that gives everyone an equal chance to learn, work and live free from discrimination and prejudice.  To ensure our commitment is put into practice we have an equality policy which includes responsibility for all staff to eliminate unfair and unlawful discrimination, advance equality of opportunity for all and foster good relations.

       These policies apply to all employees of Durham County Council.

9.9
Confidentiality

All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.

All members of staff must be aware that they have explicit responsibility for the confidentiality and security of information received and imported in the course of work and using Council information assets.  The Council has a Personal Information Security Policy in place.
9.10
Induction
The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.
Person Specification: Civic Pride Officer (Grade 7)
	
	Essential
	Desirable
	Method of Assessment

	Qualification
	· Educated to NVQ 4 or equivalent in a relevant subject.
	· Evidence of continuing professional development.

	Application form

Selection process

Pre-employment checks

	Experience
	· Working or volunteering on projects and activities that aim to address the issues covered by this post.

· Experience of responding appropriately to service requests.

· Experience of working in partnership with the community to deliver local projects.

· Experience of press and media work to raise the profile and reputation of a service / project.
	· Experience of working with elected Members.

· Experience in policy, strategy and procedure development.
· Experience of recognising and praising achievement whilst challenging poor performance or unacceptable behaviour within a group environment

	Application form

Selection process

Pre-employment checks



	Skills/knowledge
	· Good written and oral communication skills, with ability to inspire others.

· Basic ICT skills for example Word, Powerpoint Excel and e-mail management.

· Project management.

· Working independently with minimum supervision. 
· Exercising developed advisory and persuasive skills to encourage others to adopt a particular course of action.
· The ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post

	· Knowledge of street scene services and legislation.

· Knowledge of financial and budgetary control.

· Knowledge of wider issues which street scene services impact on, for example environmental sustainability. 

· A good knowledge of health and safety requirements in this service area and skills in risk management. 
	Application form

Selection process

Pre-employment checks



	Personal Qualities
	· Team and results orientated outlook, willing to be flexible and adaptable to meet changing needs.

· Self-motivated, proactive and enthusiastic. 

· Customer focus and positive outlook, communicating with tact, diplomacy and confidentiality.

· Outlook and ability to work to tight deadlines. 
	. 
	Application form

Selection process

Pre-employment checks



	Special Requirements
	· Due to the requirement to drive a County Council vehicle in this role, appointment will be subject to the production of a valid driving licence for the required category of vehicle and the satisfactory completion of an in-house Driver Induction Assessment.

· Must be willing and able to work outside of normal hours on a regular basis.
· The post is subject to an enhanced DBS disclosure

	
	Application form

Selection process

Pre-employment checks




	Version No:
	2  Page 1 of 6
	Prepared by:
	Streetscene Area Managers

	Date:
	1 June 2009  Civic Pride Officer N.DS.20.1/2/3
	Approved by:
	HR


                          Amends inc. ref. to driving licence requirements 15/05/14 EA
                          Amends re. Driver Policy requirements 13/11/14 M Farren/EA Ammends PS 6/11/17 MF
                           Fluency Duty Update 02/09/19 EA


