
Job Description 

1. Job Title  Emergency Planning and Business Continuity  
Officer 

Service  Safer Communities  

Team  Emergency planning  

Date Prepared/Revised By  December 2017  

Post Accountable to  Emergency Planning Manager  

Post directly responsible for  
employees(number of workers) 
 

Direct Supervision: n/a  
Indirect Supervision: n/a  

2. Main Purpose  

To support the development and implementation of emergency plans, business 
continuity plans and briefings. To project manage tasks to support, promote and 
comply with the Council’s policies on emergency planning and business continuity in 
order to ensure that HBC meets it statutory obligations under the CCA. 
 

3. Key Contacts  

Internal: Chief Executive, Senior Management team and managers across the whole 
of the organisation including elected members  

External: Emergency planning representatives and senior managers of partner 
agencies at local, regional and national level. Local Parish councillors and other 
community group leaders including the voluntary sector. Members of the public. 
 

4. Main Accountabilities  

1. To assist the Civil Contingencies and Resilience Officer with the implementation of 
the emergency planning policy objectives. 

2. Develop, maintain and evaluate emergency plans and arrangements 
3. Anticipate and assess the risk of emergencies and support the mitigation and 

communication of risks across the authority and with the local community. 
4. Develop, maintain, evaluate and promote businuss continuity plans and 

arrangments in accordance with the authorities statutory duty. 
 

5. Standard Accountability Statements  

Health and Safety  
You are required to comply with the Council’s Health and Safety Policy and to take 
such steps as are reasonably practicable for your own health and safety and that of 
your colleagues at work and those affected by your work. You must comply with your 
safety responsibilities and must co-operate with management in all respects for the full 
implementation of the Council’s Health and Safety Policy. Your safety responsibilities 
are shown on the Safety Responsibility Statement (SRS) for your post. 
 

Equality and Diversity: The post holder must adhere to all policies and procedures 
relating to equality and diversity in the workplace and provision of services. 
 

Learning and Personal Development: The post holder has a personal responsibility 
for his or her own learning and development, and will maintain up to date records of 
achievement and attendance as required. The post holder must undertake the learning 
and training identified in the job skills matrix, and other relevant training that is identified 
and agreed with their manager. 

Safeguarding Policy and Procedures  
The post holder will adhere to all the Council’s Safeguarding Policy and Procedures. 



7. Job Activities 
Main duties and responsibilities relating to accountabilities indentified above. 

Account
ability 

Job Activities 

1 1  Deputise for the emergency planning manager in their absence 
2  Represent the council on emergency planning and business continuity matters 
with parners when required 

2 1  Develop emergency plans and arrangements through consultation with those 
in the organisation and other partners 
2  Develop emergency plans and arrangements with regard to: 

• relevant risk assessments and the character0istics of localities 
• the welfare of vulnerable groups and the wider community 

3  Provide a framework for management, co-ordination and control including: 
• procedures for enabling risk mitigation 
• procedures for determining whether an emergency has occurred 
• roles and responsibilities of responders 
• procedures for alerting staff and activating response arrangements 
• provision of resources (e.g. equipment, facilities, finance) 
• provision of resilient information and communications systems 
• arrangements to warn, inform and advise the community 

4  Raise awareness of emergency plans and arrangements (e.g. with 
responders, relevant staff and the wider community) 
5  Support the provision of training for relevant staff or other persons 
6  Ensure reference to provision of exercises to validate and practice plans and 
arrangements 
7  Ensure plans are reviewed systematically in line with current risk assessments, 
lessons identified from incidents and exercises, and any changes to guidance 
and legislation 

3 1  Identify the relevant characteristics of a locality or localities that will influence 
the likelihood and impact of an emergency in the community 
2  Identify relevant national and regional risk assessments 
3  Identify those hazards and threats that present significant risks 
4  Analyse the likelihood and impacts of hazards and threats to produce overall 
risk scores 
5  Co-operate with emergency responders in maintaining an agreed position on 
the risks affecting a locality or localities and on the planning and resourcing 
priorities required to prepare for those risks 
6  Record risk assessments in accordance with organisational requirements and 
guidelines 
7  Clearly communicate and explain risk assessments to senior managers / 
decision makers 
8  Enable risk assessments to be used to inform risk mitigation strategies and the 
development and validation of emergency and/or business continuity plans (and 
where applicable, inform multi-agency assessments) 
9  Arrange for required distribution of all or part of a risk assessment, taking 
account of any restrictions on the disclosure of sensitive information 
10  Monitor and up-date risk assessments in response to changes in the risk 
environment and as often as necessary to maintain and update emergency 
and/or business continuity plans. 

4 1  Consult within the organisation and with other relevant partners in the 
development of plans and arrangements 
2  Identify critical activities and services that support corporate prioritise and 
resources required to support them 
3  Have regard for the resilience of internal structures and processes and that of 
relevant external organisations 
4  Develop plans and arrangements in accordance with the business continuity 
management life cycle, providing a framework for management, co-ordination 
and control including: 



• procedures for determining when the plan must be invoked 
• roles and responsibilities of key people in the organisation 
• prioritisation of organisational processes or services 
• procedures for activating response arrangements 
• provision of resources (e.g. people, premises, technology, equipment) 
• provision of resilient information and communications systems 

5 Ensure plans are reviewed systematically and kept up to date, in line with the 
potential impact of disruption or emergencies, organisational changes and 
lessons identified from incidents and exercises. 

5 1  Identify the relevant roles, responsibilities and authorities of the different 
people and organisations you will be working with 
2  Agree, record and maintain arrangements for joint working that are appropriate 
to the nature and purpose of the work 
3  Recognise shared responsibilities and authority to act, including any limitations 
4  Agree information that should be shared, the reasons for this and how to 
maintain the security of information 
5  Undertake your role in multi-agency working in a way that is consistent with 
agreements made, your own job role and the relevant policies and standards 
6  Interact with people in other organisations in ways which 

• encourage effective relationships and participation 
• respect their views, roles and responsibilities 
• promote equality and value diversity 
• acknowledge the value of multi-agency working 

7  Represent your organisation’s views and policies in a clear and constructive 
way 

 


