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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Town Clerks
	POSITION NO: 

	SECTION:

	Civic Office
	GRADE: 4 + 10%

	JOB TITLE:

	Lord Mayor’s Beadle
	DATE PREPARED:

	EVALUATION DATE:
	1 August 2014
	JE NUMBER: NC3556


	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked after Children and treating all customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.



	PURPOSE:
To assist the Lord Mayor and Consort/Lady Mayoress and other Civic Heads to perform their official duties, acting as butler, chauffeur, toastmaster and sword bearer/mace bearer on ceremonial occasions.



	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	Attend to the Lord Mayor, Consort/Lady Mayoress, Deputy Lord Mayor and other civic heads to facilitate performance of their duties at meetings, full council and functions ensuring civic protocol is adhered to at all times

	2.
	Act as chauffeur to the Lord Mayor, Deputy Lord Mayor and other authorised passengers, ensuring the Civic car is regularly cleaned, valeted and maintained to provide a safe and comfortable environment for passengers to travel.

	3.
	Act as butler in the Civic Suite serving drinks and light refreshments as required.

	4.
	Maintain an up to date knowledge of civic, religious and military protocol and ceremonial occasions advising as necessary.

	5.
	Act as toastmaster and prepare preambles to toasts when necessary.

	6.
	Responsible for Civic chains, badges of office and regalia, ensuring their security when in use and return to authorised place of storage.

	7.
	Responsible for state and civic robes and advising on appropriate dress for other occasions.

	8.
	Responsible for taking photographs as required at ceremonial and other functions throughout the course of official duties.

	9.
	Deal with telephone messages and assist with general administration as required to ensure the efficient running of the Civic Office.

	10.
	Ensure the Lord Mayor’s Civic Suite and its contents are kept in pristine condition at all times and the Lord Mayor’s bond is property stocked.

	11.
	Liaise effectively with City Council staff and external organisations.

	12.
	Maintain a comprehensive knowledge of the history of the Guildhall and conduct guided tours of the Guildhall to visiting groups.

	13.
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health & safety and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	GENERAL:
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1.	Responsibility for Staff: None


2.	Responsibility for Customers/Clients: Lord Mayor and visiting guests and VIPs


3.	Responsibility for Budgets: None


4.	Responsibility for Physical Resources: Civic Regalia and Civic Cars



	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1. Within Service Area/Section: 
Civic Officer, Committee Services & Scrutiny Manager, Members

2.	With Any Other Council Areas
	Other Council Officers as appropriate

3.     With External Bodies to the Council
	Police, armed forces, visiting dignitaries and Lord Mayor’s guests, organisations the 
	Lord Mayor is visiting





	ORGANISATION CHART: 


	













	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	x
	
	
	
	
	


	



	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	x
	
	
	
	
	
	



	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	x
	
	
	
	
	
	



	
PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Full Driving Licence
	x
	
	AF & CQ

	
	A good standard of general education
	x
	
	AF & CQ

	
	RSA Word Processing Stage 1 or equal experience
	
	x
	AF & CQ

	2. 
	Relevant Experience:

	
	Experience of working in the hospitality industry
	x
	
	AF

	
	Administrative Experience
	x
	
	AF

	
	Previous employment as a chauffeur
	
	x
	AF

	3. 
	Skills (including thinking challenge/mental demands):

	
	Excellent communication and listening skills
	x
	
	I

	
	Flexibility to deal with difficult situations and remain calm.
	x
	
	I

	
	Ability to read maps/plan journeys
	x
	
	I

	
	Basic knowledge of IT systems
	
	x
	I

	
	Ability to work as part of a team.
	x
	
	I

	
	Must observe strict confidentiality
	x
	
	I

	
	Committed to first class customer service.
	x
	
	I

	4. 
	Knowledge:

	
	Knowledge of civic protocol
	
	x
	I

	
	Awareness of Data Protection and Freedom of Information Act.
	
	x
	I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Confident public speaker
	x
	
	I

	
	Tact and diplomacy
	x
	
	I

	
	Ability to present a professional image of Authority at all times
	x
	
	I

	
	Written Skills

	
	None
	
	
	

	6.
	Other:

	
	Smart Appearance
	x
	
	I

	
	Ability to work weekends and flexible hours
	x
	
	I

	
	Experience of driving abroad
	
	x
	I

	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Competencies:

	
	The competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key competencies for this role and will be measured as part of the selection process.  They are not required to be addressed in the candidate’s application form.
	
	
	

	
	Leading forward 
	
	N/A
	

	
	Improving services
	
	N/A
	

	
	Analysis and decision making
	
	N/A
	

	
	Making things happen
	
	N/A
	

	
	Communicating with impact 
	
	N/A
	

	
	Collaboration 
	
	N/A
	

	
	Developing self and others
	
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	None
	
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory Disclosure from the Disclosure & Barring Service  (if crossed as an essential requirement)
	
	
	DBS Disclosure

	
	If the postholder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record.
	
	
	AF(after short listing)

	
	If the postholder does not require a DBS disclosure the candidate is required to declare unspent convictions only.
	x
	N/A
	AF(after short listing)
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