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	Job title
	City Alarm & Emergency Centre (CAEC) Officer


	Salary, Grade and SCP

	Grade 4 (SCP 12 – 17) £29,542-£32,046 – pro-rata

	Service/Team

	Smart Cities and Enabling Services

	Responsible to
	CAEC Manager


	Responsible for staff/equipment 
	N/A

	Main purpose of job 
	To provide operational support to the City’s Alarm and Emergency Centre.


	Key responsibilities 
	· Initial emergency contact
· To monitor and respond to emergency alarm activations
· To monitor a range of CCTV and other systems and respond accordingly
· Actioning of calls for out of hours emergency repairs
· Supporting the response to major incidents


	Key tasks 





	· To liaise and communicate with Emergency Services and others as and when required via either radio, telephone, or email.
· To operate various technical equipment and software systems within the CAEC including for the purposes of monitoring and responding to all alarms (e.g. fire, personal attack and intruder alarms) and CCTV systems.
· Liaising with the Council’s Customer Service Network and others as required.
· To coordinate the Council’s out of hours emergency standby arrangements.
· Support the Council’s response to major incidents through taking initial calls, contacting relevant senior / duty officers and providing support as directed.
· To ensure all records (digital and manual) are maintained accurately.
· To comply with the CAEC Code of Practice and Procedures.
· To actively co-operate with partners, staff and other agencies.
· To undertake any technical training or personal development identified.

	Other duties/specific policies e.g. DBS

	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 Council’s Health and safety rules and regulations and with Health and safety legislation.

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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