
	Job Title:
	Assistant Control Centre Manager 
	Pay Band:
	8



Job Purpose: To supervise and oversee the activities of Control Centre efficiently and effectively in accordance with Council’s systems and procedures. To provide supervision of the day-to-day service operations, including the monitoring of the Public Space CCTV system as part of the Council’s commitment to Community Safety, Lifeline Services, Alarm monitoring centre, Authorities out of hours contract, Community Safety/ ASB contact centre and Feet hams Multi Storey car park. 

Valued Behaviour Level: 2 							JE Reference: C3191			
What are you expected to do?
· Support the CCTV & Security Control Centre Manager in the provision of a high-quality service, in all areas of operation.
· Full daily supervision and Line management of the CCTV Operators. Ensuring all work is undertaken in compliance with the operating procedures, current legislation and the codes of practice. 
· Undertake performance reviews and 121 meetings, task and time management, training and recruitment.
· Day to day management and administration of all staffing matters for the control room. Including performance and My Journey reviews, training, recruitment, rota and time management. 
· To assist the CCTV & Security Control Centre Manager in ensuring that all equipment is always maintained within the terms of the maintenance contract. 
· To assist in the development of operational policies and procedures and cascade all changes to the control centre operators to ensure all legislative standards are achieved and adhered to.
· To assist in the development of close working business relationships with various service partners and employees, monitoring relationships and demands associated to the Council to safeguard our position.
· Manage recording equipment and media storage for potential police evidence, ensuring compliance with guidelines, accurate logs, and proper procedures. Supervise staff involved in media production to guarantee accuracy, usability, and adherence to standards.
· Monitor daily log sheets and incident recording to ensure accurate, detailed records that meet evidential standards and allow third-party review of events, with correct labels, times, and comments.
· Manage daily access and exit for the Control Centre, maintain accurate visitor records, ensure security and confidentiality when non-operational staff are present, and liaise with the CCTV & Security Control Centre Manager on access issues.
· Assist in the management of the Feethams Multi-storey carpark, supervising the day-to-day operations and acting as the responsible officer for the buildings CCTV system.
· Manage the various systems, operations and service provision associated with the alarm monitoring service, Lifeline services, the Authorities out of hours call out service, and the Community safety team. 
· Manage and administrate the supply and training of 2-way radios to the shop/pub watch scheme. 
· Assist in in delivering training to Council staff at various sites in the use and legal obligation associated with CCTV schemes. 
· Deputise in the absence of the CCTV & Security Control Centre manager, including attending meetings and financial decisions regarding CCTV equipment in accordance with the maintenance contract.
· Assist in the development and maintenance of all associated Business continuity plans.
· Provide shift cover/additional support when operationally necessary (e.g. busy times, staff absence).
						



Person Specification
	
Criteria No.
	Attribute
	Essential
(E)
	Desirable
(D)

	
	Qualifications & Education
	
	

	1
	SIA Public Space Surveillance CCTV Licence.  
(There is a requirement that this licence is obtained within a reasonable time of commencing the post)
	E
	

	2
	GCSE (Grade A-C) English Language or equivalent
	
	D

	3
	A relevant Management Qualification
	
	D

	
	Experience & Knowledge
	
	

	4
	Approximately 2 years’ experience of supervising staff including performance development.
	E
	

	5
	Experience of dealing with the public and other agencies via telephone links
	E
	

	6
	Approximately 1 years’ experience of working in a CCTV Control Centre
	E
	

	7
	Experience of implementing, monitoring and reviewing policies and procedures
	E
	

	8
	Working knowledge of legislation associated with CCTV operation.
	E
	

	9
	Working Knowledge and experience of Lifeline/Telecare type service.
	E
	

	10
	Knowledge of basic IT packages including MS Word & Excel and ability to utilise them
	E
	

	11
	Experience and knowledge of CCTV activities and related standards.  
	E
	

	12
	Experience of working in partnership with several agencies
	E
	

	13
	Understanding of the Human Rights Act 1998, General Data Protection Act, ICO CCTV code of conduct
	E
	

	14
	Knowledge of basic IT packages including MS Word & Excel and ability to utilise them
	E
	

	
	Skills
	
	

	15
	Ability to coordinate and plan resources to deliver effective operational service.  
	E
	

	16
	Ability to establish priorities and work under pressure  
	E
	

	17
	Able to interpret complex information and produce clear and concise reports
	E
	

	18
	Ability to communicate both orally and in writing with a wide range of people including staff and other Service users
	E
	

	19
	Ability to train and motivate staff within the team
	E
	

	20
	Ability to demonstrate observational, listening and memory skills
	E
	

	21
	Ability to operate a computerised CCTV tracking system, including a keyboard and joystick while viewing/tracking incidents on a screen.
	E
	

	
	Personal Attributes
	
	

	22
	Ability to undertake and pass Security Industry Authority assessment and security checks; including National Security Inspectorate and standard DBS checks.
	E
	

	23
	Ability to work as part of the CCTV and Civic Enforcement on-call service, to provide support and assistance to staff should it be required - working on a rota basis, 24 hours a day 7 days a week.

	E
	

	24
	To work some evenings and weekends by prior arrangement. 
	E
	

	25
	The ability to communicate at ease with customers and provide advice in accurate spoken English.

	E
	

	
	Special Requirments
	
	

	26
	Ability to undertake and pass Security Industry Authority assessment and security checks; including National Security Inspectorate and standard DBS checks.
	E
	

	27
	Ability to provide support and assistance to staff should it be required
	E
	

	28
	To work some evenings and weekends by prior arrangement.
	E

	

	29
	The ability to communicate at ease with customers and provide advice in accurate spoken English.

	E
	




Supporting Statement
		Role Profile
		

JE reference: C3191 

Our values:
Are at the heart of everything we do. Our values are not just words, the way we behave is one of the most important ways we can demonstrate them. As managers, you will display these every day and support your team members to demonstrate them too


RESPECT…
be Respectful towards the Council, each other as colleagues as well as our community, residents, service users, stakeholders and wider partners. 

INNOVATE…
be Innovative in everything we do and voice improvements to ensure we offer quality services.

COLLABORATE…
act Collaboratively and ensure our successful journey of collaboration continues to ensure that we maximise opportunities to achieve success.

DELIVER…
deliver quality services to all and strive to always deliver the best we can with the resources available.

 All Managers will be expected to:
· Engage with our My Journey process, ensuring all reviews including your own are completed timely and with quality conversations.   
· Manage your team in line with our core values, policies and procedures and ensure that employees are aware of their obligations under these. 
· Behave according to the Valued behaviours framework, the Dignity & Respect Policy and Employees’ Code of Conduct and ensure that employees in your team are aware of their obligations and responsibilities re. conflicts of interest, gifts, hospitality and other matters covered by the Code. 
· Be a team player with the willingness to be flexible and supportive.
· Be a strong communicator demonstrating active listening skills, openness, approachability and good verbal and written skills.
· Ensure that our Equality agenda is implemented effectively in your team and to carry out your duties as a manager and employee in line with these. 
· To fulfil your health and safety management role as detailed in both Corporate and Group Health and Safety Policies, organisational statements and procedures to ensure a safe working environment for yourself, members of your team and others who may be affected by your team’s activities. 
· [bookmark: _Hlk172273770]Carry out your role in line with our climate neutral ambitions.
· Undertake any other duties of a similar nature related to this post that may be required from time-to-time.
· We are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. 
· This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code of Practice on the English language requirement for public sector workers.
· This post is subject to a standard disclosure. The successful applicant will be subject to the relevant vetting checks before an offer of appointment is confirmed. Following appointment, the employee will be subject to rechecking as required from time to time by ourselves.
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