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	JOB DESCRIPTION 



	DIRECTORATE: 

Neighbourhood Services
	DEPARTMENT: 

Civil Engineering

	JOB TITLE: 

Emergency Officer
	POST NUMBER:



	REPORTS TO:

Assistant Director Construction
	Current Grade: 10
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	MAIN PURPOSE OF JOB 

To provide the City of York Council with an efficient, cost effective, out of hours response to any incident, as required within the job tasks.

When carrying out any of the following tasks the post holder must, at all times, give due regard to the Councils stated policies.

	2
	CORE RESPONSIBILITIES, TASKS & DUTIES:

	
	i
	To be available for out of hours working, beyond normal contracted hours 365 days per year.

	
	ii
	To act as a “Flood officer” as set out in the Councils Emergency Flood Plans. To attend emergency flood meetings with Police, Fire, Ambulance, Environment agency, Yorkshire water, Social services, Cyc directors and heads of service.

	
	iii
	When acting as flood officer inspect and monitor all flood defences including portable pumps, pumping stations, flood barriers, etc.

	
	iv
	Respond to any incident that occurs within the boundaries of the Authority, such as Road Traffic Collisions, unsafe roads and footpaths.

	
	v
	Ensure that any work is undertaken safely and without undue risk to persons or property.

	
	vi
	Ensure the emergency vehicle is inspected and in good working order on a daily basis to comply with driving regulations and council policy.

	
	vii
	Ensure emergency vehicle is fully stocked with tools, materials and equipment  that may be required for incidents of a common nature.

	
	viii
	Build a register of contacts who can be called upon to assist at an incident if required, e.g. JCB, crane hire, builders merchants, extra staff, structural engineers, plant hire companies, etc. Correspond with these companies and regularly update register. 

	
	ix
	Provide a service to the car parking and Park & Ride departments for the release of vehicles when members of the publics’ vehicles are locked in.

	
	x
	Ensure that the costs for the differing elements of the service are passed on to the correct departments, both in report and invoice form.

	
	xi
	Have the ability to make decisions that may affect the Authority at the time or at a later date. E.g. To close a road or roads  and set up diversions, in consultation with the police, at RTAs.

	
	xii
	Consult and give instructions to other contractors or Public Utilities that are working in the city, e.g. when they are reported to be working incorrectly or unsafely, usually at night or weekends.

	
	xiii
	Investigate and rectify faults on the highway network, which are unsafe, e.g. potholes, broken ironwork, RTAs, dead animals, oil and diesel spillages, dangerous signs. Some of this work will involve working alongside the police and Fire Brigade and also giving advice to these services.

	
	xiv
	Respond to reports of dangerous buildings and structures, make an initial assessment, and give situation reports to the Councils engineers, if available. Work off own initiative to minimise disruption and danger to public.

	
	xv
	Make access to Council Buildings and properties, as and when required, by the Emergency Services, and secure on completion of incident

	
	xvi
	Respond to “Major Incidents” and carry out procedures as laid down in the Councils Civil Disaster Plan. Notify Senior Officers and give clear and concise reports as required. 

	
	xvii
	To deal with any other type of incident that may arise at any time, to use initiative and experience to rectify or make safe such incidents.

	
	xviii
	To act as a winter maintenance duty office during the winter period.

	
	xix
	

	
	xx
	

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

No. reporting –

Direct: None
Indirect: 65 employed (Civil Engineering            Staff  as and when required subject to specific incidents such as major flooding.)
                                                                                  10 – 15 sub-contract

Management and supervision of staff is an essential aspect of the post holder and the post holder will be required to visit working sites around the York and surrounding area in order to assess and make safe.

	4.
	CREATIVITY & INNOVATION
Continually seek to update current and up and coming developments in relevant fields, such as changes in council policies, new equipment, advise and recognise areas where they can be implemented.

Due to the nature of the post, the holder must have the ability to think and act quickly and safely, and to always bear in mind the responsibility that the post carries.

Work within existing guidelines, but the post requires an innovative approach in solving ever-changing problems, often with the need to develop solutions with minimal funding.  This has to be applied in the context of a wide-ranging knowledge of Council and Government procedures and policies, and technical codes of practice and regulations.

Some incidents are “one offs” with no clear precedents on which to base solutions, and require original thought and application of specialist knowledge. Such as Park Grove School fire,  Evacuation of properties following gas explosion at Rawcliffe Lane.

The post holder must be prepared to undertake any task that falls within the scope of this post, and from time to time, some that may fall outside the scope. In short to give a complete service to the customer. Ie, the general public and residents of the city.
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	CONTACTS & RELATIONSHIPS

Develop links with other sections/departments within CYC Directorates to enable any incident to be dealt with in the correct manner. The postholder may require additional assistance from specialist fields, such as tree surgeons, mechanical road sweepers, gritters, etc.

Establish and maintain good internal and external relationships with Clients, customers, Members, colleagues and contractors. In flooding and road closure incidents it is important to update the above persons in order to minimise disruption to the network.

Liaise with members of the public in a polite, diplomatic and patient manner despite provocation when dealing with contentious and complex issues.

Provide professional or technical guidance, as required. Such as diversion routes, traffic management solutions, availability of specialist persons etc.

It should also be noted that one of the key tasks within the post is the liaison with Senior staff from the Emergency Services, ( Police, Fire& Rescue, Paramedics etc) at any given incident, and the ability to give and receive clear and concise instructions is of paramount importance. The post holder, must at all times, remember that they are the initial representative of the Authority until such a time as a more senior officer takes control.

Attend emergency flood meetings at Police control room to give updates on actions taken and future works to be implemented.  To liaise with external and internal bodies such as Police, Fire, Ambulance, Environment agency, Yorkshire Water, Director of City Strategy, Social services, Emergency planning officer and Armed forces.
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	DECISIONS – discretion & consequences

Be able to work on own initiative and to provide leadership to motivate and develop staff under the post holder’s control.

It should be noted that the Emergency Officer is usually the first Council Official at the incident, and the need to make rational decisions, that may have far reaching effects on the Authority, is of paramount importance. The Emergency Officers have in the past been first on the scene at the “Park Grove Fire” and the “Rawcliffe Gas Blast”.

The post holder must be prepared to undertake any task that falls within the scope of this post, and from time to time, some that may fall outside the scope. In short to give a complete service to the customer.

Failure to comply with statutory requirements could result in legal (criminal and civil) proceedings, also reputation risk to the Council. Matters of health and safety have a direct impact on people, the maintenance of property and plant and the provision of Council services. The ability to analyse information quickly and efficiently, and to provide solutions to health and safety problems is essential. In cases of serious and imminent danger, is able to stop any and all forms of work. In cases of RTCs the speedy and correct diversionary route will aid in the flow of traffic around the incident area and avoid unnecessary delays and disruption.

As part of the post holders responsibilities they will act as an out of hours emergency officer representing CYC when working along side the Emergency Services (police, fire, etc.) dealing with incidents, accidents, emergencies, etc. often having to make instant decisions in order to minimise disruption to members of the public and residents of the city.  The decisions made on the spot may have consequences, which will have an instant impact on the highway network and reputation of the council, these consequences will require justification within the authority. Liaise with CYC press officer in the event of major incidents that require media coverage. 

The Post holder is accountable initially to the Director of Neighbourhood Services, however, dependent on decisions made at the time of any given incident, he may be accountable to Senior Client Officers, Assistant Directors, and ultimately the Chief Executive.
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	RESOURCES – financial & equipment

(Not budget, and not including desktop equipment)

Description
Value

When on duty the emergency officer will have direct responsibility of the emergency response vehicle and all tools/equipment within it, this would have a value of up to £40k.

The emergency officer will also have ALL the resources within Neighbourhood Services made available to him in the event of a major incident, these will include staff, tools, vehicles, plant, buildings, etc. These will  be responsible to the Emergency Officer until a more senior officer takes control.
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	WORK ENVIRONMENT 

Work demands

Respond to enquiries from Members and the public within specified deadlines. Which may occur at any time of the day or night.

React to situations and incidents as they arise, occasionally multiple incidents may occur at the same time, being able to prioritise and delegate as necessary.

The post holder must be aware that he is representing the Authority, and must, at all times, act accordingly.
Physical demands:  

When carrying out the duties of the Out of Hours Emergency Officer there is a large amount of lifting (heavy road cones, road plates, signs etc), bending and standing involved, along with heavy tools and equipment to handle that will call for stamina and strength. 

Work conditions: 

This work is mostly outdoors and undertaken in all weather conditions, and at all times of the day  and night. Very much dependant on the incident or emergency.

Work context:
The work is carried out is very much a front line responsive service,  therefore any actions and decisions are constantly under scrutiny from the general public, elected Members, special interest groups and the media.  This presents great pressure to avoid mistakes being made.

At times deal with challenging (disgruntled and abusive) customers.

Pay due regard at all times to the Council's stated policies relating to customer service and equal and fair treatment for all customers and employees.

The emergency officer is representing CYC when working along side the Emergency Services (police, fire, etc.) this may involve working on high speed roads, flood situations, adverse weather situations, therefore a high degree of risk is present and the post holder must be aware of the actions required to minimise these risks.
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	KNOWLEDGE AND SKILLS

Significant experience will be required before the post holder is competent in all aspects of the post.

Experience in working in a Local Government environment at a level where regular contact with the public and Members has been required.

A proven ability to work as part of a team.

Working knowledge of pumping stations and telemetries within the York area, in order to control drainage and flood systems.  Eg Elvington.

A clear commitment to the development and delivery of customer centred services.

The ability to provide leadership to motivate and develop staff under their control in the event of a major incident.

Excellent inter-personal skills and a proven ability to operate within a multi-disciplinary environment.

High standards of written and oral communication.

The post holder will be expected to have a comprehensive knowledge of:

· Safe lifting

· Power tools

· Plant use

· Sharps awareness

· Hand arm vibration

· Drivers legislation for LGV vehicles

· Noise

· PPE

· Working at heights

· The CYC Emergency Plan



	
	The post holder will be expected to have completed training in the following:

· IOSH training

· Knowledge of relevant Codes of Practice

· Handling confrontation in the work place

· Safety Method Statements and Risk Assessment training

· Selection and management of contractors

· Monitoring signing, lighting, guarding and deep excavations

· COSHH assessments

· First Aid

· Construction site awareness

· Location of underground services

· Safe systems of work

· Communicating with your customer

· Traffic management implementation and inspection

Hold a full UK drivers licence. 
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	Position of Job in Organisation Structure

	
	
	
	
	

	
	
	Job Reports to:

Director of Neighbourhood Services


	

	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	This Job

Out of hours   emergency officer
	
	Other jobs at this level:


	

	
	
	
	
	
	
	
	

	
	
	Jobs reporting to this one:

Highways Supervisors, Technician,  & Yard foreman (as and when required)
	

	
	
	
	


