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  		 Job description
	Emergency Planning and Business Resilience Officer

	Immediate team
	Corporate Delivery Team

	Service team
	Policy and Programmes

	Line manager’s job title
	Programmes Team Leader (Corporate Delivery TL)

	Number of direct reports
	None

	Salary and grade 
	Grade 6 £44,747 to £51,005 per year Grade x

	Duration of role
	Permanent 

	Hours per week
	37

	Location
	The designated office base is Abbey House, Abingdon. The councils operate in a truly flexible, and hybrid way where the focus is on outcomes not where you work.  There are operational requirements for this role which may require attending sites across South Oxfordshire and the Vale of White Horse with little notice, including out of hours.

	Employing council
	Vale

	Probationary period
	Six months

	Notice period
	One month 

	Annualised hours apply
	Yes

	DBS check required
	Yes

	Date job description updated
	August 2025



	About the role and what we’re looking for

	
This role is part of the Corporate Delivery Team and is responsible for ensuring that the councils maintain effective and resilient Emergency Response Arrangements (ERA) to address both community emergencies (Emergency Planning) and internal disruptions (Business Resilience).
The post focuses primarily on planning and preparedness, ensuring that procedures are regularly reviewed and updated, and that staff are trained, equipped, and confident to respond when required.
As a subject matter expert, the role provides guidance and professional advice to senior officers, supporting the coordination of a robust, proportionate, and effective response during emergency situations.




Main duties and responsibilities

This subject matter expert role is required to provide support and guidance to all levels of the organisation regarding the preparation, training for and activation of ERA’s. The Head of Policy and Programmes is responsible for co-ordinating the councils’ response in an emergency, closely supported by this role. As above, this role is mainly focussed around planning and preparation activities to ensure when needed that ERA’s operate smoothly, are proportionate and fit for purpose. 

The role has no direct reports but is expected to be confident and comfortable to upwards manage and support non-expert staff during activation of ERA’s within this roles area of expertise. 

The main duties of this role fit into two broad categories, which together comprise the councils ERA’s: Emergency Planning, Business Resilience, the key elements of which (in the context set out above) are:

· To develop and maintain ERA’s (preparedness, response and recovery), including the periodic review, testing and exercising of plans in line with the duties contained in the Civil Contingencies Act and in response to potential risks. 
· Ensure a continuous improvement approach to all areas of ERA work – that lessons learned are captured and process improves as a result.
· Develop and oversee the delivery of a risk-based ERA exercise programme and ensure it is regularly reviewed.
· To work in a collegiate manner with partner organisations at all times and ensure that reviews of consultations on new or proposed arrangements are identified and responded to in a timely manner.

· Act as a subject matter expert for all work areas required by the role, including undertaking training and personal development and liaising with external experts as necessary. 
· Working with internal colleagues and partner organisations to continuously review the councils threat profile (horizon scan) and ensure that ERA are proportionate and fit for purpose. 
· Identify the training needs across the councils for all staff involved in ERA activities.  Including where required and appropriate, organising and/or delivering training for others.
· Escalate any concerns around the ERA framework or non-compliance with agreed corporate approaches through the management chain as appropriate.
· Deputise for team leader and/or service manager where necessary.
· You will be expected to work out of hours to support an emergency response when necessary.
Emergency Planning (EP) and community resilience

To ensure the Councils discharge their obligations under the Civil Contingencies Act 2004 and any other relevant legal requirements. This will include: 

· Prepare, update and maintain Emergency Planning elements of the councils Emergency Response Arrangements Framework.   
· Identify training needs and where appropriate provide training across all levels of the councils.

· Develop and oversee the delivery of a risk-based ERA exercise programme and ensure it is regularly reviewed.

· Act as first point of contact for Emergency Planning queries and for partner organisations; including Thames Valley Local Resilience Forum (TVLRF) and Oxfordshire County Council (OCC) (including outside office hours).

· Be capable of working independently using own initiative in high pressure situations.

· Provide real time subject matter expert support to staff across the organisation regarding the activation of ERA’s including taking the lead and deputising for others where necessary.

· Attend, actively participate in, and feedback from, relevant emergency planning meetings with partner agencies and stakeholders including TVLRF, OCC and others as necessary. 

· Take responsibility for initiating a continuous improvement approach to all areas of the role. 

· To be responsible for the promotion of community resilience arrangements across the districts.

· To work with elected members, communities, charities and parish councils to promote community resilience and develop community emergency plans. 

Business resilience (BR)

· To develop, maintain and exercise BR elements of the councils’ ERA Framework. 

· To advise and support all council services and teams on BR procedures and guidance to develop and improve business resilience. 

· To provide corporate and service level support to facilitate any necessary reprioritisation of activities and resources throughout the Local Government Reorganisation lifecycle to ensure the organised and co-ordinated delivery of corporate priorities.

· Work in partnership across the councils to ensure service areas BR arrangements are up to date, compliant with agreed corporate approaches and are fit for purpose.

· Conduct testing and exercising of the councils’ business resilience arrangements.
On occasion there will be the need to use the councils project management methodology to deliver projects on deadline and budget across council departments. The duties may vary from time to time without changing the nature of the post or the level of responsibility and the post holder may also be required to carry out any other duties appropriate to the grading of the post. 


	About you

	Your essential qualifications
1) a degree or equivalent qualification or experience

Your essential skills, knowledge and experience
2) knowledge and practical experience of at least one of the key strands to the role, with a flexible approach and able to respond quickly when priorities change
3) takes ownership of delivery of activities within the scope of the role, is able to use initiative and pick up new tasks quickly
4) a confident and outgoing, effective communicator who is able to liaise effectively with people at all levels in the councils
5) is proficient in Microsoft Office packages, particularly Word and Excel and has a full and driving licence and use of a car for work
6) has the ability and willingness to work occasional evenings and weekends and attend site as required by the demands of the post

If you have the following experience or qualifications – it’s a bonus
· an emergency planning or business resilience based qualification
· experience of working in a local government environment
· membership of a relevant professional body  
· has experience of delivering to tight deadlines under pressure
· has excellent literacy and numeracy including report writing skills
· is customer and quality focussed 

Your style and behaviours
· self-motivated and enthusiastic
· good self-presentation and confidence
· strong organisational, team working and personal effectiveness skills 
· effective problem solving and prioritisation skills
· a can-do attitude and the ability to act on own initiative with minimal supervision
· ability to achieve targets and meet deadlines 
· diplomatic and tactful

	Work related requirements:

	This role has been identified as public facing in accordance with Part 7 of the Immigration Act 2017; the requirement to fulfil all spoken aspects of the role with confidence in English applies.
	No

	Politically sensitive post
	No

	DBS check required
	Yes

	Full driving licence and use of a car for work
	Yes

	This role requires you to drive a company vehicle for work
	No

	About us

	
Our Vision

We are customer focused and approachable. We are honest and open and are committed to providing high quality cost-effective public services.

Our Values
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Our vision and values are important to the councils, and we expect you to support them and embed them in the way we work.


	The benefits we offer

	· A basic 25 days annual leave per annum, rising to 30 days after five years.  You also have all the bank holidays to look forward to and time off between Christmas and New Year.

· Flexible working and annualised hours – a flexible approach to work that our employees love!

· Salary pay awards – most jobs give scope for a pay increase after six months or the following April (depending on your start date) and we also review salaries each April. 

· A generous career average pension scheme which includes life insurance of three times your salary

· The opportunity to purchase a bike through Cyclescheme (cheaper than directly through a store) so that you can cycle to work!

· Various schemes to keep you healthy (reduced gym membership, free swims, free eye tests for DSE users and more)

· We give you two days per year to volunteer within the local community.

· A range of resources, support, and activities to help you maintain your wellbeing including a monthly wellbeing hour in addition to annualised hours (the ability to work flexibly as long as, over the course of the year, you complete your contracted hours) and annual leave.


	How to apply

	Having read about our role if you have any questions please email Sarah James at sarah.james@southandvale.gov.uk  

If this job excites you please complete our online application at https://southandvale.livevacancies.co.uk/#/ 
We look forward to hearing from you.
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Working Together

We are a committed professional team, who
embrace change and help one another improve
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m We act with integrity, and champion
diversity and inclusivity
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Accountability

@ We take ownership, do what we say, strive for
clarity and welcome feedback
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