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Job Description Template for HAY Grades




London Borough of Bexley

Emergency Planning and Business Continuity Manager












Management Grouping:	Finance & Corporate Services
Team:				Risk and Assurance
Post Title:			Emergency Planning and Business Continuity Manager	
Reporting to:			Head of Risk and Assurance
Grade:				19
Post holders name (if applicable):

1. Purpose of the job

Main Purpose (scope) of the role.
To be responsible for the overall leadership, direction and management of the Council’s Emergency Planning and Business Continuity Management arrangements; complying with the Civil Contingencies Act 2004 and associated statutory guidance, Resilience Standards for London and other relevant legislation and standards.

To continuously improve service quality and work corporately to contribute to the achievement of the Council’s vision.
2. Dimensions 

	Direct Staffing Costs/responsibility
	Budgets where there is a contributory responsibility 
	Income that postholder has direct responsibility for
	Any budgets where there is shared responsibility

	£164,000 
1 staff member pending review.
	£51,000
	0
	£28,000



Reporting Staff:
· Emergency Planning & Business Continuity Officer (x2 pending review)
· Acting Controller (AC) roles (x7)


3. Hardest part of the job

Provide authoritative, high‑stakes strategic advice to the Leader, Councillors and Senior Officers on the full spectrum of Emergency Planning and Business Continuity legislation, policy and national guidance. This includes producing complex, time‑sensitive reports that require expert interpretation of evolving statutory duties, emerging risks and sector-wide best practice, often under conditions of significant uncertainty and organisational pressure.
Lead, design and continuously refine the Council’s Emergency Planning and Business Continuity frameworks across all service areas, ensuring full alignment with statutory requirements and resilience standards. This requires navigating competing operational priorities, driving cultural change, maintaining corporate readiness and coordinating multi‑agency interoperability so the Council can function effectively during and rapidly recover from, severe and unpredictable disruptive events.
Negotiate at a senior organisational level to secure service‑wide engagement, resources and compliance with Emergency Planning and Business Continuity obligations. This involves challenging established practices, balancing conflicting strategic and operational demands and influencing senior leaders to adopt risk‑informed approaches that maintain statutory compliance and organisational resilience, even when doing so requires significant shifts in priorities or investment.

4. Principal accountabilities (providing information as a whole for the role)
Strategy
Exercise advanced professional and organisational know‑how to design, develop and continually refine the Council’s Emergency Planning and Business Continuity policies, doctrine and strategic frameworks. This requires synthesis of complex legislation, national guidance, regional resilience structures and long‑term organisational priorities into coherent, future‑focused strategies that shape corporate capability and readiness.
Apply high‑level problem‑solving judgement to generate rapid, original and workable corporate solutions in response to emerging risks, major incidents and evolving threat environments. This includes creating and implementing new civil contingency measures required of London Boroughs by bodies such as the London Resilience Forum and London Local Authorities Regional Resilience Board, often under significant ambiguity, urgency and operational pressure.
Provide strategic and tactical resilience advice to Gold and Silver officers during disruptive incidents, requiring interpretation of dynamic information, assessment of complex risk scenarios and application of specialist doctrine. This work is undertaken in time‑critical environments and involves significant accountability for ensuring that senior decision‑makers receive accurate, actionable and professionally defensible guidance.
Act as a senior strategic adviser during major London‑wide emergencies, attending the Strategic Coordination Group alongside the Chief Executive. Provide expert specialist support to enable the Chief Executive to undertake the role of ‘London Local Authority Gold’ on behalf of all London local authorities, influencing multi‑agency strategy and supporting decisions with borough‑ and region‑wide implications.
Lead the Council’s strategic engagement with Category 1 and Category 2 responders and wider resilience partners through the Borough Resilience Forum. Act as Deputy Chair and manage the governance and secretariat arrangements, ensuring multi‑agency alignment, shared situational awareness and coherent resilience planning across organisational boundaries. This requires high‑level relationship management, negotiation and influence to shape multi‑agency strategy and resolve competing priorities.
Direction
Direct the contribution of Emergency Planning and Business Continuity functions to ensure they actively support and advance the Council’s corporate vision, strategic objectives and statutory obligations. This requires setting clear direction, aligning resources and ensuring consistent delivery standards across all service areas.
Exercise managerial control over the establishment, coordination and ongoing operation of the Council’s emergency response on‑call rota, ensuring the organisation maintains continuous out‑of‑hours capability to respond effectively to incidents. This includes directing staff availability, performance expectations and operational readiness.
Hold overall responsibility for directing the management, operational readiness and disciplined functioning of the Council’s primary and secondary Borough Emergency Control Centres, along with associated emergency response equipment. This includes ensuring appropriate staffing, capability, systems integrity and deployment protocols.
Provide direct leadership to staff involved in Emergency Planning, Business Continuity and incident management, ensuring they are professionally prepared to undertake high‑pressure roles during emergencies. This includes directing performance during incidents, overseeing post‑incident debriefing processes and ensuring appropriate welfare and support for all staff—including senior officers—who are involved in highly stressful operational environments.
Lead and direct the Council’s organisational learning processes following exercises and real incidents, ensuring that lessons are identified, evaluated and implemented. This involves shaping a culture of continuous improvement and ensuring that corrective actions and developments are embedded across all services.
Direct the development, implementation and ongoing management of Emergency Planning and Business Continuity arrangements across all Council services. This includes setting strategic direction, ensuring statutory compliance, providing authoritative leadership on resilience standards and directing inter‑agency collaboration to ensure the Council can operate and respond effectively in major or extraordinary circumstances.


Implementation
Ensure the full implementation and ongoing operational delivery of the Council’s emergency response on‑call rota by coordinating staffing coverage, resolving shortfalls at pace, maintaining accurate rotas and ensuring resilience arrangements function reliably 24/7. Continuously review rota performance, identify improvements and ensure all actions remain within resource and budget constraints.
Directly oversee the operational running of the Council’s primary and secondary Borough Emergency Control Centres, ensuring all facilities, systems and specialist equipment are maintained, fully functional and deployment‑ready at all times. Implement regular inspection cycles, identify and action deficiencies and ensure updates, repairs and replacements are completed within approved budgets.
Lead the implementation of the pan‑London assurance framework (Resilience Standards for London) by coordinating organisation‑wide evidence collection, validating service‑level submissions, identifying non‑compliance and ensuring improvement actions are delivered to agreed standards and timescales. Monitor progress, address barriers and maintain accurate audit trails for external scrutiny.
Deliver ongoing Emergency Planning and Business Continuity awareness‑raising by designing, implementing and updating staff, resident and business‑facing guidance, briefings and training. Ensure materials remain accurate, accessible and aligned to current risks and statutory expectations. Evaluate the impact of communications and refine the approach to maximise engagement and compliance.
Coordinate and implement the Council’s business continuity management cycle by overseeing plan development, reviewing updates, scheduling exercises, tracking testing outcomes and ensuring each service follows required processes. Monitor compliance, identify gaps, advise on corrective actions and ensure improvements are embedded within existing resource and financial limitations.
Provide a practical, responsive Emergency Planning and Business Continuity advisory and consultancy service to businesses operating in the borough by delivering tailored guidance, reviewing documentation, advising on resilience measures and ensuring advice is consistent, evidence‑based and aligned with statutory and local risk frameworks.

Organisational Control and Development 
Coordinate and implement the Council’s business continuity management cycle by overseeing plan development, reviewing updates, scheduling exercises, tracking testing outcomes and ensuring each service follows required processes. Monitor compliance, identify gaps, advise on corrective actions and ensure improvements are embedded within existing resource and financial limitations.
To constantly review and develop the structures, procedures and working methods for which the post holder is responsible to ensure an integrated, effective and efficient approach to the delivery of services.
To ensure that working practices and processes are developed that maximise the use of new technology to ensure efficient and effective processes which assist in the safety or all our staff and community.


Staff Management and Development 
To ensure that staff are recruited, managed, appraised and developed and that effective arrangements are made for the training and development of all staff within the department to meet service needs and to provide equality of opportunity for all employees.
Apply advanced professional expertise in Emergency Planning and Business Continuity to design, deliver and embed organisation‑wide training and development programmes. Use specialist knowledge to interpret complex resilience concepts and translate them into practical learning for staff at all levels, ensuring they have the capability, confidence and competence to meet their statutory and operational responsibilities.
Use extensive organisational know‑how to build and maintain a multi‑role pool of emergency response officers, requiring deep understanding of role profiles, competency frameworks and operational readiness standards. Draw on specialist instructional, coaching and assessment skills to design recruitment, induction, exercising and refresher training that maintains a consistently high standard of professional readiness across diverse functions.
Demonstrate sophisticated human‑relations know‑how by motivating, engaging and influencing staff across all Council services to participate actively in resilience work. This includes building commitment, overcoming resistance and fostering a collaborative learning culture that supports continuous improvement and high‑quality service delivery.
Apply broad organisational knowledge to deliver targeted Emergency Planning and Business Continuity awareness to staff, residents and businesses. This requires understanding different audiences, tailoring communication methods and ensuring technical guidance is accessible, accurate and appropriate for a range of stakeholder groups with differing levels of expertise.
Integrate professional, managerial and interpersonal know‑how to ensure resilience capability is embedded across the organisation. This involves coordinating with senior managers, operational teams and external partners; interpreting complex statutory requirements; and ensuring that all learning, training and development activities align with corporate objectives, local risks and sector best practice.



Personal Effectiveness 
To present timely and relevant advice and information to Members and to ensure that Group Leaders are briefed on major and sensitive issues.
To deal promptly with all matters requiring the post holder’s personal attention.
To be fully conversant with relevant statutory provisions and the Council’s constitution, processes and procedures; to develop the full range of managerial and professional skills and knowledge to satisfy the requirements of the post. 
To establish and develop effective working relationships and productive partnerships with all the relevant partners, including those in e.g. education, health, social services, Independent and voluntary sectors.
Work with Borough Resilience Forum Partners and the Councils Risk team to regularly review National and London risk registers and inform the development and monitoring of local borough and corporate resilience risks and risk registers. 
5. Organisation
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The postholder holds senior responsibility for the effective leadership and operational performance management of the Emergency Planning and Business Continuity Officer. This includes setting clear professional standards, allocating and directing work programmes and ensuring the Officer’s continued development through structured supervision, coaching and formal performance processes, including the Performance, Development and Well‑Being framework.
Operating with a significant degree of autonomy and professional authority, the postholder ensures that the service maintains high levels of organisational resilience, compliance and operational readiness. The role is accountable for shaping priorities, monitoring delivery performance and ensuring that the Officer’s work contributes directly to statutory obligations, corporate risk management and the Council’s strategic resilience objectives.
Through regular oversight, review mechanisms and senior‑level decision‑making, the postholder ensures that the Officer’s activities are aligned with established emergency planning and business continuity standards and that work outcomes support the Council’s capability to prevent, respond to and recover from disruptive incidents.
The postholder provides authoritative leadership and strategic oversight of the Acting Controller function to ensure the Council maintains a resilient, compliant and high‑performing out‑of‑hours emergency response capability. The role is accountable for establishing standards of practice, assuring operational competence and directing the professional development and performance management of Acting Controllers, including oversight of rota planning and financial governance responsibilities such as p‑card expenditure approvals.
Exercising a high degree of professional judgement, the postholder provides expert guidance and decision‑support to Acting Controllers during complex or high‑risk emergency incidents. The role ensures that operational actions and escalation decisions are consistent with statutory duties, corporate policy and recognised emergency management frameworks.
The postholder holds organisational responsibility for the quality, accuracy and appropriateness of all communications between Acting Controllers, the Corporate Leadership Team and Elected Members during emergency events, ensuring that critical information flows are timely, risk‑aware and aligned with the Council’s governance and accountability arrangements.
Emergency Planning and Business Continuity Officer (2 people pending review)
Purpose of the Role
To support and deputise for the Emergency Planning and Business Continuity Manager (EPM) in ensuring the Council meets its statutory resilience responsibilities and can effectively prepare for, respond to and recover from emergencies.
Key Accountabilities
· Planning & Compliance
Assist in developing, reviewing and maintaining the Council’s emergency and business continuity plans in line with the Civil Contingencies Act 2004.
· Training & Preparedness
Deliver training and exercises to ensure staff understand and can perform their emergency roles.
· Incident Response
Support the activation and coordination of the Council’s response and recovery arrangements during incidents, working with emergency services, communities and local businesses.
· Partnership Working
Help manage and develop the Borough Resilience Forum and maintain strong multi‑agency planning and response relationships.
· Regional Engagement
Participate in London‑wide resilience programmes and contribute to shared standards and capability development.
Role Summary
The post applies specialist knowledge to support organisational resilience, solve varied problems during disruptions and provide authoritative advice when deputising for the EPM.
Acting Controllers/Local Authority Liaison Officer (7 people)
Primary Purpose
Act as the Council’s designated out‑of‑hours point of contact for partners and the public, coordinating and deploying appropriate Council resources to support the response to emergencies, critical incidents and business continuity events.
Key Accountabilities
· Provide support to other Acting Controllers by undertaking the role of Local Authority Liaison Officer at incident scenes, when not on call and where requested.
· During extended emergencies or continuity incidents, maintain duty coverage—including during normal working hours—to ensure the Council’s Gold (Strategic) and Silver (Tactical) responsibilities are fully discharged at the scene or within an established control centre.
Impact and Influence
Operate with delegated authority to ensure effective coordination, timely mobilisation of resources and robust representation of the Council within multi‑agency emergency response structures.
6. Additional Information

Provide authoritative leadership and oversight for the Council’s responses to Member Enquiries, Freedom of Information requests and Stage 1 and 2 statutory complaints, ensuring high‑quality, timely and politically sensitive resolutions.
Operate effectively within a high‑pressure, dynamic environment, demonstrating the ability to formulate strategic plans, exercise sound judgement and communicate with clarity and authority while maintaining composure and organisational control during complex or urgent situations.
Design, commission and deliver corporate‑level training and exercising programmes for the Corporate Leadership Team and elected Members, including the development of advanced, realistic scenario‑based exercises to test organisational preparedness and resilience.
Author and present high‑level reports, strategic assessments and assurance papers to Director‑level boards, Member committees and other governance forums, ensuring robust scrutiny, transparency and informed decision‑making.
Represent the Council at sub‑regional and pan‑London strategic groups and professional networks, leading the development of multi‑agency plans, policies and risk assessments to ensure consistent standards and integrated approaches across London’s local authorities.
7. Supplementary Information

1. Where work organisation has differed from previous arrangements and why
At this level, the post has moved from primarily operational coordination to a strategic leadership and governance function. Work organisation now incorporates:
· Strategic oversight of multiple service areas rather than direct task supervision.
· A shift toward policy setting, corporate risk management and cross‑council collaboration.
· Increased responsibility for multi‑agency partnership working, requiring a more adaptive and flexible work structure.
· The need to respond to emerging statutory duties, national guidance and organisational transformation programmes, necessitating redesigned workflows and more autonomous decision making.
These changes reflect the requirement for a senior postholder to influence organisational direction, ensure governance and embed resilience and improvement across services.
2. The nature and level of decision‑making attached to the post (with examples)
The postholder exercises independent judgement on complex, high‑impact matters, often where guidance is limited and decisions carry significant organisational consequences.
Examples include:
· Setting organisational standards and frameworks (e.g., business continuity policies, emergency management procedures).
· Leading responses to major incidents, determining resource deployment, escalation routes and recovery priorities.
· Authorising strategic risk mitigations that affect multiple departments and budgets.
· Providing professional advice to Directors, Members and Gold Command during emergencies.
· Commissioning or shaping corporate projects (e.g., resilience training programmes, system implementations).
These decisions require expert evaluation of risks, legal duties and organisational priorities.
3. The boundary between decisions that can be taken at superior/subordinate level
Superior level (Directors / Assistant Directors / Gold Command)
· Decisions involving corporate policy direction, major financial commitments, or political sensitivity.
· Activation of full Gold Command structures or significant organisational changes.
· Approval of major strategic investments or risk exposures.
Postholder 
· All decisions relating to specialist judgement, operationalisation of corporate strategies and resource prioritisation within the service.
· Determining the appropriate response structures for most incidents (Silver/Bronze) and advising Gold as needed.
· Signing off departmental risk assessments, plans and assurance reports.
Subordinate level (Officers / Coordinators)
· Routine operational tasks within established frameworks.
· Implementing procedural elements of business continuity and emergency plans.
· Preparing data, reports and initial assessments.
The postholder acts as the bridge between strategic direction and operational delivery, ensuring clarity and accountability.
4. The potential for mistakes and the timescale between error arising and being noticed
Given the strategic influence of the role, mistakes could have significant organisational, reputational, legal, or financial impacts. Examples include:
· Incorrect assessment of a major risk, leading to service disruption during an incident.
· Failure to meet statutory obligations (e.g., Civil Contingencies Act duties), leading to regulatory scrutiny.
· Poor coordination during an emergency affecting public safety or partnership response effectiveness.
Errors may not be immediately visible due to the long‑term nature of risk and resilience work. Some could take weeks or months to become evident (e.g., gaps in planning revealed only during an incident). Others, especially during emergencies, may have instant consequences.
Robust governance, assurance processes and partnership networks are used to minimise these risks.
5. The nature and complexity of problem‑solving in the post
The post requires:
· Interpretation of ambiguous national guidance, translating it into local policy.
· Developing solutions where there may be no existing precedent, particularly during emergencies.
· Multi‑agency negotiation, balancing competing priorities across partners.
· Managing situations that change rapidly and require real‑time strategic judgement.
· Navigating organisational constraints such as resource limitations, political expectations and statutory requirements.
While policies, legislation and professional standards guide decisions, the role frequently encounters novel scenarios, requiring creativity, resilience and authoritative expert judgement.
Approval - We confirm that this questionnaire conveys a full and accurate description of the job as at (insert date)
Signed:
Manager: _______________________________________________________
Date: ___________________________________________
Post holder: _____________________________________________________
Date: _______________________________

Person Specification 
 
Management Group: 		Finance and Corporate Services
Department/Section: 		Risk and Assurance
Job Title: 			Emergency Planning and Business Continuity Manager
Job Family:			

	Selection Criteria
	Essential/Desirable (E/D)
	Method of Assessment (see key)

	(a) Education and formal training
Professional and/or academic level qualification or equivalent or substantial vocational experience in an emergency planning field. 
A Recognised Qualification in Business Continuity (BCI or equivalent) or willingness to work towards.
Membership of a recognised emergency planning organisation/society, e.g., Emergency Planning Society, Institute of Civil Protection and Emergency Management. 

	 
E


E
D
	 
I/A
 

I/A
A

	(b) Relevant technical experience, knowledge & skills/abilities
Significant experience in a technical/specialist advisory role within a large and/or complex operation/function/service.
Experience of working across services within multi-disciplinary teams; providing the technical lead to projects and teams outside of direct line management.
Policy and procedural development and implementation across the area of responsibility.
Innovative and creative delivery of services within a changing and challenging financial environment.
Ability to build relationships and influence, develop and motivate both internally and externally.
Ability to develop, plan, organise and implement a range of complex activities and priorities within a focused area of service.
Ability to devise and deliver an effective training programme for Council personnel covering all aspects of emergency preparedness and response.
Experience of providing advice to Councillors, senior officers, partners, and local groups on complex regulatory and statutory matters including presenting reports to Management Boards and to other groups and partnerships.
English Language Requirements for Public Sector Workers.
· Ability to speak with confidence and accuracy, using accurate sentence structures and vocabulary.
· Ability to choose the right kind of vocabulary for the situation in hand without a great deal of hesitation.
· Ability to listen to customers and understand their needs.
· Ability to tailor your approach to each conversation appropriate to the customer, responding clearly even in complex situations.
	

E

E


E

E

E

E

E


E


E
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A/I

A/I

A/I

A/I

A/I


A/I


A/I

	(c)  Other Additional Requirements.
Ability to travel around the Borough and across London.
	
	



KEY: 
I = Interview, A = Application Form, AT = Ability Test, PQ = Personality Questionnaire,
P = Presentation, PE = Practical Exercise, DBS = Disclosure & Barring Service, DL = Driving Licence
Applicants will be assessed against these criteria and the following high-performance indicators throughout the recruitment process.


High Performance Indicators
	Values
	Behaviours for staff
	Behaviours for managers

	Innovation
	I respond flexibly and adapt to changing demands 

I am prepared to take managed risks to achieve better outcomes

I ask ‘What if…? to develop fresh thinking and innovative approaches to generate and implement solutions to improve performance and challenge the status quo
	I routinely look for innovative and cost-effective ways to improve performance and customer service

I champion change and deal successfully with ambiguity, enabling people to see positive and exciting possibilities for the future

I take calculated risks based on available evidence and my professional judgement to learn and try new things

	Leadership
	I demonstrate a clear sense of purpose and direction, in line with organisational objectives

I am willing to take difficult decisions

My personal actions promote a positive image of Bexley
	I take responsibility for my service and for making things happen to make a difference to my service users

I create an environment where staff can thrive and show I value and trust staff, give praise and recognise good work

I inspire, lead and encourage staff to move forward

	Collaboration
	I show respect for others and value contributions from internal and external partners and customers

I recognise the right solution, regardless of who initiated it

I seek out and work with partners who can help me achieve the outcomes and objectives I need to deliver
	I encourage the feeling that the team is a collective unit with shared goals

I engage with service partners and other areas of the Bexley organisation to understand the demands on others and seek solutions as One Council

I network internally and externally

	Listening and Responding
	I acknowledge other people’s viewpoints and work with them to find a win-win solution

I prepare and present information anticipating questions and problems

I adapt my style to the audience and their needs, using the most appropriate communication channels
	I seek regular service user feedback and review customer data to shape service improvements 

I ask staff for ideas on how to improve our service and how I can improve as a manager, listen to them and act on them

I empower staff to make decisions and changes to improve value for money, customer service and productivity

	Open and Accessible
	I see issues from the customer / user perspective

I monitor customer feedback and level of satisfaction with the service they receive and use this to improve and pre-empt customer needs

I seek to build and maintain positive relationships with customers and partners
	I am accessible to my service users, customers, staff and Members

I communicate and share a clear vision for the bigger picture as well as specific service areas

I outline what is expected of individuals and their contribution to the whole and am consistent in my expectations

	Impact
	I prioritise my activities and resources to focus on those which have the most impact for residents

I take responsibility for making things happen and achieving my objectives

I make decisions and clear recommendations based on my professional opinion and experience, informed by a range of information and evidence
	I design services that provide value for money and deliver our outcomes, informed by evidence

I produce, prioritise and adapt plans to meet changing requirements

I set interim goals to achieve notable wins on the way to larger objectives

I deal with poor performance


These HPI values should not be changed.
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