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Job Description and Employee Specification 

CCTV Shift Supervisor
Enterprise & Communities


	Service: 

	Enterprise & Communities

	Division:
	Housing Management – Community Safety Unit


	Job Title:
	CCTV Shift Supervisor


	Responsible to:
	Housing Coordinator (Community Safety)


	Grade
	NLC7


	Conditions of Service
	SJC


	Date of last review:
	


	Job Outline

Reporting to the Housing Co-ordinator (Community Safety) the CCTV Shift Supervisor is responsible for the daily operation and monitoring of all CCTV monitoring equipment and Radio link within the Community Safety unit. 

The post holder will be responsible for the Supervision of a team of CCTV Monitoring Officers and Response Advisors.
 
The CCTV Shift Supervisor will also be responsible for the gathering and submission of any data that is required to be collated, ensuring that every aspect of the system, procedures, recordings and proceedings are confidential and compliant with GDPR and Human Rights Act.


	Main Duties and Responsibilities

Generic Duties:

1. Contribute to the effective service delivery of Enterprise and Communities and represent the service as required maintaining good working relationships with councillors, stakeholders and communities. 

2. Comply with legislation and regulations, participate in audit and inspection work and actively support the development of services to meet future legislative and regulatory requirements and changes.  

3. Comply with the Employees’ Code of Conduct, demonstrating the ethical standards expected of officials in public service and promote a positive and enthusiastic culture based on partnership and team working.  

4. Develop skills and experience by participating in the PRD process and attend training courses as required.  Where responsible for employees, ensure their participation in the PRD process and create opportunities for learning and development.

5. Ensure that information under your control is collated, processed, held and securely destroyed in accordance with the council’s Data Protection policy and legislative requirements

6. Ensure effective utilisation of financial resources and budgets under your control ensuring compliance with the council’s Financial Regulations and Standing Orders.   

7. Comply with best practice in the field of adult and child protection through compliance with organisational policy and procedure and national standards and through promotion of the adult and child protection agenda.

8. Actively promote equality and diversity to ensure all employees of the council are treated fairly and services of the council are accessible to all people in North Lanarkshire.  

9. Respond to emergency situations within Enterprise and Communities as required. 

10.   Undertake such duties and responsibilities as may be required in terms of the Health and Safety Acts and related legislation, e.g. Health and Safety at Work Act, 1974.  

11. Undertake such delegated duties as may be required by the Council and the Chief Officer (Housing and Communities). 


Specific Tasks:

1. Supervising CCTV Monitoring Officers/Response Advisors ensuring compliance with the requirements of the Community Safety operating procedures.

2. Ensuring the Community Safety Unit (CSU) and the Response Advisors (Anti Social Behaviour) are adequately staffed at all times.

3. Ensuring staff within the team have access to and/or receive a) adequate and appropriate management and direction, b) training, mentoring, coaching and skills development, c) performance review and feedback, and d) appropriate systems of communication and consultation.

4. Advising the Housing Co-ordinator (Community Safety) or nominated officer of any repairs or maintenance requirements to CCTV equipment and any communication equipment.

5. Continuously visually monitor the screens in the control room for the purpose of detecting incidents and to report incidents in accordance with operating procedure.

6. Acting in accordance with reasonable requests from appropriate Police Liaison Officer or from Police Control Room.

7. Preparing data for evidential use in line with North Lanarkshire Council operating procedures. 

8. Attending court when required to do so, as a witness for incidents viewed at the Community Safety Unit.

9. Keeping the Community Safety Unit (CSU) in a clean and tidy condition.

10. Adhering to all lock in procedures.

11. Monitoring, initiating, and maintaining radio link communication between clients and CSU.

12. Ensuring enquiries from the public by telephone in a courteous/efficient manner, provide relevant information or forms, or refer to a more appropriate member of staff or agency.

13. Overseeing the production of typed reports and correspondence on windows based packages and ensuring that all enquiries are appropriately recorded and dealt with.

14. Ensuring the input and data extract using computer packages, e.g. Microsoft Word, Access/Excel etc.

15. Ensuring confidentiality is maintained and protected by ensuring all files (manual and computerised), records and correspondence are treated in a confidential manner.

16. Participating in a comprehensive and ongoing training programme.

17. Communicating with internal council services and external agencies/bodies as required.

18. Overseeing enquiries between the Response Advisors and the public, ensuring the calls are dealt with in a courteous/efficient manner.

19. Participating in a comprehensive and ongoing training programme.

20. Attending appropriate meetings and appropriate staff development courses.

21. Assisting in the provision of a customer orientated ethos within the Community Safety Unit.

22. Ensuring that employees and / or any outside bodies under his / her control comply with North Lanarkshire Council’s or their own Health and Safety at Work procedures and any relevant legislation and ensure the safe systems of work are used at all times.

23. Complying with North Lanarkshire Council’s Health and Safety at Work procedures and any relevant legislation and ensure safe systems of work are used at all times.

24. Maintaining high standards of customer care, to uphold the Equality and Diversity Policy and Health and Safety standards and to participate in training activities as required.

25. Carrying out such other duties and responsibilities as are required from time to time by the Chief Officer (Housing Management).

This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.







	[bookmark: _Hlk102982499]SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING
	
	
	

	· SVQ3/HNC/Apprenticeship or equivalent
	X
	
	Verification/Application Form/Interview

	
· Eligible for (SIA) Licence or commitment to complete the required training within specified timescale.
	
X
	
	

	
	
	
	

	WORK EXPERIENCE
	
	
	

	· Extended relevant experience (approx. 3 years)

· Experience of working in a security or surveillance environment.
· Experience operating monitoring equipment, data recording equipment and radio equipment.

· Experience of staff supervision
	X











X
	



X


X
	Application Form/Interview

	
	
	
	

	KNOWLEDGE/SKILL/ABILITY
	
	
	

	· Excellent communication skills.

· Knowledge of CCTV systems.

· Good observation and coordination skills.
· IT literate
	
X




X


X
	



X

	Application Form/Interview

	
	
	
	

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	· Team worker with ability to work on own initiative.

· Flexible & adaptable.

· Ability to motivate

	X

X


X
	
	Application Form/Interview

	· Good communicator

· Vigilant with good concentration
	X

            X
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	OTHER
	
	
	

	· All candidates will be subject to non-police personnel vetting as part of the pre employment checks 

· The successful candidate will be required to obtain an SIA Licence, this will be arranged shortly after commencement in post. 

· Level 1 Disclosure Scotland check 
	X




X





X
	
	Application Form/Interview
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