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Job description and Person Specification

Resilience Officer


	Department 
	Community and Environmental Services

	Service 
	Resilience

	Grade
	I

	Reports to
	Head of Resilience

	Responsible for 
	N/A

	Job reference
	11311



	Job Purpose – 


	Working within the Resilience Team supporting the implementation of Resilience across Norfolk in accordance with the Civil Contingencies Act (CCA) 2004, Business Continuity best practice and other relevant legislation and guidance.

The role will include working within an integrated emergency management environment with multi-agency partners such as; District Councils and the Emergency Services as part of Norfolk Resilience Forum (NRF) to develop and embed emergency preparedness, response and recovery arrangements across the County.

The role will also involve supporting and promoting robust resilience within Norfolk County Council through the delivery of Business Continuity across the Authority.

Working as part of the Norfolk Resilience Forum (NRF) to support the implementation of Resilience activities and good practice across NRF partner organisations in accordance with the Civil Contingencies Act (CCA) 2004, best practice guidelines and other relevant legislation and guidance.

Support the delivery of the multi-agency training and exercise programme, providing assistance to exercise planning teams where necessary.  Support the lessons identified and debrief process, facilitating debriefs where appropriate and driving forward recommendations.

This post is offered as a permanent contract.


	Context – 


	The post holder will support a portfolio of resilience projects which could include: 

· Emergency Planning 
· Business Continuity 
· Norfolk Resilience Forum support
· Training and Exercising

The key responsibilities of the Resilience Team are to:

1. deliver the County Council resilience priorities, through direct and joint working with Services Teams and multi-agencies partners
1. deliver the statutory functions under the Civil Contingencies Act for Norfolk County Council

Norfolk County Council is an important member of the Norfolk Resilience Forum and supports partnership approaches to public health via community resilience. 

The support of the corporate emergency response for the council is a key focus of the role.




	Accountabilities - 

	Support the design and development of robust emergency and business continuity planning to mitigate risks and ensure the delivery of the resilience function.


	Delivery of effective planning, training and exercising of the business continuity and emergency planning arrangements, to ensure that they are embedded within the culture of the Council.


	Implementing any changes to working practices, legislative provisions, national strategies ensuring Business Impact Analysis and assessments are undertaken on the impact and risk for the council.


	Maintaining liaison with multi-agencies category 1 & 2 responders and other supporting organisations including the voluntary sector, to ensure a coordinated and integrated response to emergency management across Norfolk.


	To give support and assistance to the Business Manager for the Norfolk Resilience Forum (NRF) on resilience matters. 


	Attend public and private sector organisational meetings to represent the council as appropriate.


	Provision of specialist advice and support to internal and external partners as well as the communication of plans and the resilience activity across the council.


	Implementing programmes of training, testing and exercise to confirm the validation of business continuity and resilience arrangements.


	Support NCC Resilience Representatives to give advice, guidance and embed resilience across the council.




Person specification

	Qualifications:
	Essential ()
	Desirable ()

	Minimum NVQ Level 3/4 educational attainment or equivalent.

Qualification in project management, organisational development, resilience, risk management, business continuity, training, data analysis or a related discipline.


	
	







	Knowledge/Experience
	Essential ()
	Desirable ()

	Experience of analysing information, identifying trends and producing evidence-based reports, recommendations or plans.

Experience of working in a large or complex organisation.

Experience of managing projects, workstreams or programmes of improvement activity.

Experience of community engagement, partnership development or public service improvement.

Experience of delivering outcomes through collaboration, influence and relationship management rather than direct authority.

Experience of building effective working relationships across teams, organisations or partnerships.

Experience of data analysis, business intelligence, performance reporting, information management, dashboards or analytical tools such as Power BI.

Experience of organising, facilitating or delivering meetings, workshops, training or engagement activities.
 
	













	






























	Aptitudes/Behaviours
	Essential ()
	Desirable ()

	Excellent interpersonal and communication skills both written and verbal, with an ability to engage with a wide range of people.

Good working knowledge and applicable use, of Information & Communications Technology to help with delivery of the resilience function.
Tenacity, with high levels of resilience and determination.

Strong problem-solving skills.

Ability to establish credibility and work effectively with stakeholders at all levels.

Knowledge and experience of resilience planning/management and risk assessment.

Knowledge and experience of community resilience engagement, development and approaches.
Working in preparation for and during a multi-agency emergency response and its recovery.

	
























	




























	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information 


	Hybrid and flexible working arrangements are available. This is a highly collaborative role involving regular engagement with colleagues, partners and communities across Norfolk. To support effective teamworking, learning, relationship building and operational readiness, postholders should expect to spend a significant proportion of their working time attending NCC and partner locations, typically around 60% of working time.

This is a full-time post, however the successful should be prepared to work outside of normal hours where required, to support the business as appropriate.   

Required to participate in the 24-hour out of hours Resilience Duty Officer role.

Valid driving licence and use of car required, unless the role can be undertaken effectively by alternative transport arrangements


Must have the ability to travel to venues not on public transport routes.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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