SEFTON METROPOLITAN BOROUGH COUNCIL

JOB DESCRIPTION

Department:			Operational in house services

Section:			Sefton Arc

Post:				ARC Shift Officer  

Grade:			Grade F
												

Responsible to:		Senior ARC and Training Officer 

Responsible for:		ARC Operators, Patrol staff


JOB PURPOSE

Be responsible for the efficient operation of the ARC in accordance with all required British Standards, Codes of Practice, Policies and Procedures.

Supervise all ARC operational staff and patrol persons to ensure all duties are undertaken to the required standard.
 
MAIN DUTIES

1) Be responsible for the smooth running of all ARC operations, including alarm monitoring and receiving, internet CCTV and ensuring ARC staff carry out their duties whilst adhering to all required British Standards and Codes of Practice.

2) Deploy and supervise patrol persons in the field to ensure the safe and effective performance of their duties to the required standard.

3) Be responsible for ensuring good standards of morale, attendance, behaviour, performance and service provision through effective supervision, communication and the implementation of appropriate Council personnel procedures, e.g. Performance Development Reviews, Sickness Absence Management etc.

4) Act as a first point of contact and mentor for ARC staff and patrol persons, providing advice and guidance on the operation of established internal policy and procedures in relation to the well-being of people. This involves some interpretation of policy and procedures to meet specific circumstances or problems.

5) Monitor and regularly review operation of and adherence to all policies and procedures including completion of documentation. Take appropriate remedial action to ensure compliance with British Standards etc. including referral of issues to the Operational Manager. 

6) Ensure that all resources, vehicles and equipment are maintained and used in a safe, efficient and appropriate manner, completing and obtaining procedural documentation from patrol staff as required.

7) Co-ordinate the various communication networks and liaise with members of the public, employees of the Authority and various agencies, including the emergency services, in an efficient and courteous manner.

8) Oversee the Careline monitoring and response service on a 24/7 basis.  

9) Due to the need to provide a 24 hour service, flexibility in this role is essential.

QUALIFICATIONS AND EXPERIENCE
See Person Specification attached.

SPECIAL CONDITIONS (if applicable):

The postholder will be required to wear a uniform, as issued, whilst on duty.

The postholder must hold a current clean driving licence, report fit to drive and meet all legislative requirements.

Alcohol and drugs (other than prescribed medication) must not be consumed on duty.

The postholder must hold an SIA CCTV operator's license.


GENERAL:
The postholder will be expected to comply, observe and promote the equal opportunities of the Council.

This job description is a representative document. Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

All staff are responsible for the implementation of the Health and Safety Policy so far as it affects them, their colleagues and others who may be affected by their work.

The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to promote appropriate improvements where necessary.


Prepared by:

Name:		J Alty
Designation:	ARC Manager – Sefton Arc
Date:			September 2024
