

	Competency Based Job Profile Band 5-8



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Civic Affairs
	SERVICE GROUP: Lord Mayor’s Office

	POST TITLE:  Lord Mayor’s Officer
	REPORTS TO: Civic Affairs Manager

	GRADE: Band 6 - £17,547 - £19,939

	SAP POSITION NUMBER : 50135558


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The following points should be noted: 
The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  As a candidate/employee you will be expected to demonstrate your ability meet the special knowledge, experience and qualifications required for the role. 

	Key Purpose of Post: 

	To ensure that the Lord Mayor, the Lady Mayoress, the Deputy Lord Mayor and the Deputy Lady Mayoress (referred to as Civic Heads) receive the precedence to which they are entitled to as First Citizens of the Bradford District. 

To ensure the safe and efficient transportation of the Civic Heads as required in order that they can undertake their civic duties.

To act as Toastmaster/MC at most civic functions, including Full Meeting of Council.

To assist and guide the Civic Head when visiting events to which they have been invited



	Main Responsibilities of Post: 

	1. To act as Officer and Chauffeur to the Civic Heads as required.

2. To ensure that the Civic Insignia (Chains of Office) are used as required for the 

particular event or function.

3. To ensure that the Civic Insignia is at all times maintained in good, sound, clean 

condition and that it is correctly and safely stored at all times when not in use and also 

to ensure that any necessary repairs to the insignia are undertaken.

4. To drive the Civic car (or any replacement vehicle) for the Civic Heads as required 

and also:

a) to park the car in a legal, safe, suitable location at all functions.

b) to ensure that the civic car or any replacement vehicle is maintained in an immaculate condition inside and out.

c) to record any defects or damage to the car on the daily report sheet, report all 

accidents and complete the necessary documentation. and ensure that the monthly car 

log is completed and handed to the Civic Affairs Manager.
d) to check daily the tyres and tyre pressures, battery, oil, radiator and fuel of the car, 

taking the appropriate action where necessary.

5. To constantly check the civic e-diary for amendments and additions and make sure that adequate arrangements for the Civic Heads to attend functions are in place.

6. To enter functions with the Civic Head and announce as required. and act as 

Toastmaster/MC at Civic functions. 
7. To act as Macebearer and or Swordbearer when required i.e. Council Meetings, Civic Services, Remembrance Sunday etc.

9. To attend Civic functions with the Civic Head and make sure that the arrangements 

go to plan as per the briefing notes supplied by the office.

10. To give full guided tours around the City Hall to visitors of the Civic Head when the programme for the day allows.

11. To make on the spot decisions regarding the efficient carrying out of Civic duties and reporting any concerns to the Civic Affairs Manager.

12. To ensure the safety of the Civic Heads at all times at all engagements and suggesting amendments to the planned programme as appropriate to deal with any situations.

13. To ensure the personal and physical support to the Civic Heads if one is disabled, 

(e.g. plan the journeys; ascertain access and egress and ease of movement throughout 

the function).

14. To undertake the compilation of the Lord Mayor’s scrapbook.

15. To ensure at all times that the Lord Mayor’s drinks cupboard and fridge are adequately stocked.

16. To carry at all times the Council mobile telephone in order to be in contact with the 

office and visa versa. NB to also use to advise organisers of any delay to the

anticipated arrival time,

17. To make arrangements for a suitable hire car for the Deputy Lord Mayor and ensure 

that it is clean and fit for purpose. 

18. To accompany the Civic Heads on visits throughout the UK (out of District) and 

overseas as necessary.

19. To carry out any other duties as requested by the Civic Affairs Manager which are 

reasonable in terms of the nature and level of the post.

20. Bradford Council is an equal opportunities employer and as such employees are 

required to comply with good equal opportunities practice in every aspect of their work.

Routine Communications: 

Members of the Royal Family

Members of The Lord Mayoralty

Members of the Council

Officers of the Council at all levels

Civic Leaders

Members of Parliament and The House of Lords

Church and Faith Leaders

Leading people
Community Leaders 


	Structure:


[image: image1]


	Special Knowledge Requirement:  Used at shortlisting 


	Able to drive, have a knowledge of the Bradford Road networks and ensure the acceptable appearance of  the car. 

	Apply communications skills in a variety of high profile situations carry out ceremonies, conduct tours of major buildings,  write a range of documentation including speeches, letters, programmes etc. 

	Able to understand and operate within a framework of formal/civic protocol using appropriate formal forms of address and courtesy.  

	Able to demonstrate ability to arrange, plan and oversee a wide variety of meetings and functions events with a high degree of attention to detail.

	Able to check that arrangements for carrying out activities are completed in advance of the function and ensuring that staff rotas, journeys ,timings, and security arrangements and provide a personal support and transportation service to high profile individuals/ dignitaries including working to a strict schedule, journey planning and navigational skills. 

	Demonstrate ability to apply specialist cleaning methods including the maintenance and condition monitoring of silver objects , 

	Ability to exercise judgment and discretion in a range of areas where policy and procedures only give general guidelines

	Able to ensure the safety and physical and personal support of individuals and make amendments to schedules, arrangements to accommodate any physical needs, disability , changing security conditions  using knowledge of health, safety and environmental policies, procedures and regulations including risks in own area of work personal transportation and security. 

	Ability to adopt a process of continual improvement and suggest ways of working more efficiently and effectively to improve service delivery.

	


	Relevant experience requirement: Used at shortlisting


	Briefly outline any particular types/areas of experience the post holder is required to have not just the length of the experience eg worked in a number of childcare settings not just 1-3 years. Please complete this section as it is essential short listing criteria for recruitment 



	Have three years driving and or chauffering experience and a full clean driving licence.

	Ability to use Microsoft outlook to look at and work to the Civic Head’s diary commitments.  

	

	

	Relevant professional qualifications requirement: Used for shortlisting 


	Professional Qualifications: 

Full clean driving licence with a minimum of three years driving and/or chauffeuring 
experience. 

Passport with no travel restrictions.

	Core Employee competencies to be used at the interview stage. 



	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard.

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 

 

	 Must be able to work evenings, weekends and bank holidays as required by the 

needs of the service.  Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.

	

	Special Conditions: 

	

	

	Compiled by: LR 
Reformatted 2015.

Date:30/1/2015
	Grade Assessment Date: October 2013
Reformatted Jan 2015


	Post Grade: Band 6 


	For HR use only
	SAP Input Date
	 Name of Data Inputter 


City Solicitor





Civic Affairs Manager


(PO4)





Lord Mayor’s Diary Secretary


(SO1)





Civic Housekeeper


(part time)


Scale 2





Admin Officer 


(Part time)


Transactional























Lord Mayor’s Officers x 3


(Band 6)


1 x 15 hours pw


2 x 37 hours pw





Lord Mayor’s Appeal Officer


(part time)


(Scale 5)
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