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PERSON  SPECIFICATION  - EMERGENCY PLANNING OFFICER 

POST  REFERENCE:

DATE COMPILED: 17th September 2007
Please note all appointments within Hartlepool Borough Council are subject to a declaration of medical fitness by the Council’s Occupational Health Consultant (having made reasonable adjustments in line with the Disability Discrimination Act (1995)) where necessary.

	REQUIREMENTS
	ESSENTIAL CRITERIA

Please indicate in brackets after each criteria how this will be verified 

ie (F), (I), (T), (R)
	DESIRABLE

	
	
	

	· Educational/occupational experience/training

· Specific qualifications (or equivalents)


	Minimum of 2 GCE ‘A’ levels (grade A – C)   (F)


	Educated to Degree level. (F)

Emergency planning qualification or relevant emergency planning experience. (F) (I)

Training qualification e.g. PGCE or Certificate in Education

(F) (I)

	· Work or other relevant experience


	Demonstrate production of high quality written work. (F) (I) (T) (R)

Demonstrate competency of writing reports, plans and/or developing projects. (F) (I) (R) 

Demonstrate involvement with the development and delivery of training programmes  (F) (I) (R)

Demonstrate competency of organisational skills (F) (I) (R) 
	Emergency planning experience. (F) (I) 


	REQUIREMENTS
	ESSENTIAL
	DESIRABLE

	· Skills, abilities, knowledge and competencies


	Able to operate and communicate effectively with managers and staff within local authorities, the emergency services, industry, government agencies and the voluntary sector. (F) (I) (R) 
Demonstrate familiarity, knowledge and experience of IT, including Microsoft Word, Excel and PowerPoint. (I) (T)

Proven ability to produce and deliver training programmes, including making presentations to groups. (I) (T) (R)

Able to interpret regulations and guidance and convey them clearly to service users. (F) (I)
Demonstrate competency to produce reports and write a clear plan. 
(I) (T) (R)

Able to attend venues/locations within the North East region, including several not on public transport routes e.g. chemical sites
	Familiarity with communications systems. (F) (I)
Knowledge of Local Government. (F) (I)
Knowledge of Civil Contingencies legislation and guidance (F) (I)
Possession of a current driving licence and have access to a vehicle (casual car  user allowance would be paid). (F) (I)



	· General competencies


	Demonstrate capability to use own initiative and meet targets whilst working with minimal supervision. (F) (I) (R)

Demonstrate capability to work calmly under pressure and meet deadlines. (F) (I) (R)

Demonstrate capability to adopt a flexible approach to cope with different situations and changing circumstances. (F) (I) (R)

Demonstrate capability to work effectively in a small team. (F) (I) (R)

Enhanced Criminal Records Bureau (CRB) clearance.  (F)


	


ESSENTIAL / DESIRABLE CRITERIA WILL BE VERIFIED BY:   F = FORM
I = INTERVIEW
T = TESTS
R = REFERENCE(S)
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