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JOB DESCRIPTION FORM

	JOB TITLE:
	
Trainee Community Safety Officer  

	DATE COMPILED / AMENDED:
	
July 2022 

	DEPARTMENT:
	Directorate of Place 


	COMPILED BY:
	
Louise Brown

	Job No:
	TBC




JOB OUTLINE
Purpose:

1. To provide project and business support for Community Safety in Broxbourne. 

2. To provide a key role in supporting the development and implementation of specific projects, tasks and Community Safety Initiatives both for the council and the Community Safety Partnership (CSP).

Duties:

1. Record and monitor enquiries, issues and reports of ASB coming into the Community Safety Team. 

2. Provide support to the Community Safety Partnership and multi-agency meetings; this will include arranging all relevant meetings, ensuring agendas go out in good time and meeting rooms are booked, preparing and circulating minutes for all meetings.
3. To support anti-social behaviour casework. To receive complaints, investigate allegations, interview and reassure and update customers, identify strategies to respond to valid complaints, and work with partners to address perpetrators’ behaviour and resolve anti-social behaviour. 
4. To initiate and develop partnership working with other agencies, such as the Police, Housing Associations and the Hertfordshire CCTV Partnership, in response to anti-social behaviour and to implement strategies to support communities.   
5. To support the Community Safety Manager to deliver a wide range of initiatives, events and projects that support the delivery of the priorities of the Community Safety Partnership, working closely with key partners and ensuring effective management, monitoring and evaluation of activities. 
6. Monitor performance against objectives and targets in relation to the Community Safety Partnership (CSP) strategy and action plans. To support the delivery of the CSP Action Plan. 
7. To respond to Freedom of Information (FOI) and Councillor Enquiries; contributing towards MP responses when received.  
8. To deputise for the Community Safety Manager when required. 

9. To participate in anti-social behaviour training, community safety training including all areas of local government training courses to continue to enhance learning opportunities for self-development.    
This list of duties is not exclusive or exhaustive and the post holder may be requested to perform other duties commensurate with his/her grade and capabilities.
This list of duties will be reviewed with the post holder on a regular basis.  The post holder will be kept fully aware of emerging changes in requirements and will be expected to be flexible in their approach to work reflecting the Council’s requirement to work in partnership across the organisation.

	 


RESPONSIBILITY AND AUTHORITY

	Staff:
	
N/A

	Financial:
	
N/A

	Professional:
	
Work with other colleagues across the council.


	Equipment:
	Normal office equipment.


	Other:
	Contact with external stakeholders.




RELATIONSHIPS

	Accountable to:
	
Community Safety Manager.

	Contacts with other people:
	Other colleagues across the council, external stakeholder including those who are members of the Community Safety Partnership.


	a) Own Department:
	Within own area – senior managers. Including all departments within Place directory.   


	b) Elsewhere within the Council:
	
Elsewhere in the Council - Contact with all Council areas and employees at various levels.

	c) Outside the Council:
	
Outside the Council - Local businesses, other local authorities, Police Crime Commissioners Office, Police, Fire Service, Probation and general public. The list provided is not exhaustive.



PHYSICAL CONDITIONS

	Location:
	Borough Offices Bishops College


	Exertion:
	Normal physical activity. 


	Accident/Health Risks:
	No significant risks associated with the post provided duties are carried out with due care and attention and in accordance with normal rules and procedures.




ECONOMIC

	Grade:
	F37


	Hours:
	37 within a scheme of flexible working hours
 

	Overtime:
	Rare requirement. The post holder is expected to work such hours as required for best performance of duties, which could include evenings, weekends and bank holidays.


	Car allowance:
	Casual user at standard rate per mile


	Housing:
	In accordance with Council policy


	Relocation / Removal:
	In accordance with Council policy




Other

	Is this an alcohol restricted post?
	No




EQUAL OPPORTUNITIES 
All staff are reminded that they must comply with Council Policy on Equal Opportunities to ensure the fair and equal treatment of all Council staff and customers.

EMPLOYMENT CHECKS REQUIRED FOR THIS POST 
The Council is required by the Home Office to carry out standard checks for all employment under the Asylum and Immigration Act 1996.  These checks require you to provide proof of your right to work in the U.K.  If you are invited to interview we would need to see your original passport or full birth certificate or an appropriate letter/document issued by the Home Office. We also require proof of your permanent National Insurance Number (a P45, P60, NINO card or a letter from a Government Agency).  If you cannot produce any of these documents or are unsure whether the documents you have provide the necessary proof please contact the Personnel Office for advice prior to your interview.

EMPLOYMENT OF EX-OFFENDERS
The Council’s policy on the employment of ex-offenders is as follows:-

Broxbourne Borough Council aims to promote equality of opportunity for all with the right mix of talent, skills and potential. We therefore welcome applications from a diverse range of candidates. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. Unless the nature of the work demands it, people will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974. Having an ‘unspent’ conviction will not necessarily bar any individual from employment. This will depend on the circumstances and background to the offence(s).  The Council abides by the Code of Practice for Registered Persons and other recipients of Disclosure information, copies of, which are available on request.

(For Posts requiring a DBS only)
DISCLOSURE OF CRIMINAL RECORD
As this post has substantial access to children or vulnerable adults or is based at premises deemed to be a school premises or is subject to legal protection or administers justice it is a condition of any offer of employment that the council applies for and has received the outcome of the Disclosure of any criminal record.  As part of this process your will be required to provide documentation relating to your identity and also complete an application form.  The outcome of the Disclosure of any criminal record must be received before potential candidates can start in post.  There is a requirement that this will be repeated every three years after employment.

SAFEGUARDING
All employees are responsible for ensuring the safety and welfare of children and vulnerable adults in the course of their daily duties.  All staff are required to understand and adhere to the Council’s Safeguarding policies and procedures as they apply to their own role, to make referrals concerning child or vulnerable adult welfare to the Designated Child Safeguarding Officer, and to co-operate with other agencies around child protection investigations

SPOKEN ENGLISH
For public-facing roles involving regular telephone and face-to face conversations with the public, the ability to converse at ease with members of the public and provide advice in accurate spoken English is essential in this post

If you have any query relating to these required checks, as stated above, please do not hesitate to contact Personnel and Payroll.
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