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Further Information and guidance on completing your application is
available in the Application Information and Guidance booklet.

Please note we do not accept CV’s.
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www.boston.gov.uk Like us on Facebook: Follow us on Twitter:
www.visitbostonuk.com Boston Borough Council @bostonboro
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CCTV Operator

Position: 15 Hours per Week (Weekends Only)
Starting Salary: £5,934.73 per annum (£8.50 per hour)

We have a part-time (Weekend) opportunity for a CCTV operator within our busy CCTV control
room. Based in Boston we have some of the best technology available to monitor and record
cameras across the East Lincolnshire area. We operate 24 hours a day, 365 days a year to protect the
vulnerable and assist the police to create safer communities.

The role is challenging yet rewarding, with a real chance to make a difference to people’s lives. The
right person will have keen observation skills, an eye for detail and an inquisitive mind. You will be a
good communicator, liaising with external organisations through telephone, radio and email. You
will be polite, concise and courteous when talking with members of the public through the Council’s
Out of Hours service.

Position: This 15 hours per week post (2 x 7.5hr shifts), will be worked on Saturday and Sunday on a
5 week shift rota. Additional hours and overtime may be available during the week to cover periods
of absence to ensure service provision.

This position involves some night working due to the 24hr nature of the CCTV department. Hours
worked at weekends or weekdays between 22:00 to 05:00 will receive a pay enhancement.

As a CCTV operator your main responsibilities will include operating CCTV cameras, monitoring
screens and keeping accurate logs using software systems. Successful results usually involve
teamwork, liaising with police and multi-tasking. A good CCTV operator is calm in an emergency, yet
eager to help those in need.

A current SIA Public Space CCTV license is essential to the post but applicants interested in the post
who do not have a current SIA licence are encouraged to apply and training will be provided for the
right candidate. Previous or similar experience would be an advantage. You must be able to work on
your own initiative as well as part of a team. A flexible approach to work is essential.

These posts are subject to Non-Police Personnel Vetting (NPPV) and other vetting checks due to
the nature of this work.

In return for your commitment and enthusiasm we can offer a varied and interesting workload and a
genuine commitment to your career development.

We have an attractive benefits package including:
Family friendly benefits

Childcare voucher scheme

Career average pension scheme

29-31 days annual leave (pro rata)

If you would like an informal discussion about the post please contact Andrew Haw on 01205 314315
or email your questions to Andrew.haw@boston.gov.uk

For further information, please visit our website at www.boston.gov.uk. If you require assistance
please contact People Services on 01205 314204.

Please note that the Council does NOT accept CVs as application for posts.

Closing date: Midnight on Sunday 19" August 2018
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SPEIFICATION

Boston Borough Council R
Job Description _,_f%.(g
Directorate Service

Regulatory Services Community Safety & Development
Job Title Grade

CCTV Operator 2

Reports to Responsible FOR

CCTV Manager n/a

Is this post eligible for a DBS check? NO

Boston Borough Council will re-check employees, as a minimum, at 3 yearly intervals.

A Purpose of job:

1 To monitor the CCTV screens for the purpose of monitoring and detecting incidents and gathering
information and evidence.

2 To respond to and address all out of hours calls made in to the council in line with Boston
Borough Council’'s Out of Hours / Emergency P

Main responsibilities, tasks and duties

1 To undertake operation of all equipment and cameras within the CCTV department when and as
required.
2 To comply with the CCTV Codes of Practice, Data Protection Act, Human Rights Act and other

relevant guidance at all times.

3 To effectively and sequentially monitor and control all cameras and to take action as appropriate
to events seen.

4 To respond to radio and/or telephone calls from Police, Shopwatch and Pubwatch and any other
businesses or organisations relevant to CCTV and the camera coverage in the Borough of Boston
and Districts of East Lindsey, North Kesteven and South Holland within appropriate guidelines.

5 To be courteous and polite in all dealings with public and council staff.

6 To maintain thorough records including Incident logs, the Visitors Log Book, the Repair and
Maintenance Log Book and any other designated records within CCTV.

7 To undertake clerical duties relevant to the position including updating message boards and
information notices, RIPA files, intelligence and other required documentation within the
department.
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8 To assist police and any other authorised personnel to review images and download data as
required in line with Data Protection and CCTV codes of practice.

9 To be available for shifts as required including nights and weekend work

10 To advise the appropriate person as soon as practicable of any faults or failures with any
equipment within CCTV.

11 Where necessary complete witness statement and prepare evidence as per procedures.

12 To attend court as a witness for the Police or other persons bringing about a prosecution when
required to do so.

13 To advise supervising staff and record in a diary, dates and times of any courts to be attended.

14 To record any health and safety incidents and report to supervising staff.

15 To uphold confidentiality agreements and the Official Secrets Act in respect of all aspects of
CCTV surveillance.

16 To be aware and follow council policies such as Health and Safety, Equalities, and Fire
Evacuation Procedure, and adhere to these at all times.

17 To complete training when necessary and comply with regulations of licenses.

18 To keep the Control Room in a clean and tidy condition.

19 Any other duties as the CCTV Manager may require in accordance with the grading of the post.

20 All CCTV Operators are reminded that every aspect of the system, procedures and recordings
and proceedings are confidential and should not be discussed outside the Control Room or to
visitors unless they are specifically authorised to be a party to the information. If in doubt the
appropriate Officer or representative should be informed.

C Knowledge and skills

1 Knowledge i Essential

SIA licensed (specifically Public space) and a working knowledge of Data Protection, Human
Rights act and surveillance regulations

Understanding of safe working practices for lone workers.
Accurate and concise literacy skills.

Good telephone manner.

General good education

Good organisational skills.

For public facing roles (see list and guidance) please include : The ability to converse at ease with
customers and provide advice in accurate spoken English is essential to the post

Knowledge i Preferred
CCTV operating experience

Understanding of safe working practices for lone workers.
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2 Interpersonal Skills
Ability to communicate effectively with to public and staff.
Ability to work independently using own initiative and effectively as part of a team.

3 Mental Skills
Ability to assess new situations, identify risks and react appropriately whilst lone working.
Ability to work well under pressure.

4 Physical Skills
Work requires dexterity and co-ordination; precise keyboard and joystick use is essential.
Requires some operation of general office equipment essential

D RESPONSIBILITIES

1 For supervision
The role involves little or no, direct responsibility for the supervision of others but requires
coordination as part of a team of operators providing a 24 hour service.

2 For people
An understanding of the responsibility for safeguarding and promoting the welfare of children is
required
Must be prepared to undertake safeguarding, disability, equality & diversity, Health & Safety plus
all other relevant training.
An understanding of the principles of Data Protection, Human Rights act and surveillance
regulations is essential

3 For financial resources
The role involves limited or no direct responsibility for financial resources.

4 For physical resources
Duties included the handling and processing of manual and computerised information, where
care, accuracy and security are essential including incident logs and monitoring reports.
Responsible for the security of the control room and regular careful use of expensive equipment (
CCTV monitoring equipment)

E Work environment and demands

1 Work demands
Must have a flexible approach to work.
Must be able to work shifts as specified.
Work will require flexibility throughout the year to accommodate fluctuations in workload
Must be able to attend court as required.
Must be able to work unsupervised
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2 Physical Demands
Tasks are mainly sedentary with occasional need to lift or carry items whilst providing support to
the services
Requires long periods of sitting.

3 Working conditions
Regular contact with people, including elected members, police and other persons requiring a
confident and diplomatic manner.
Must be able to effectively deal with difficult people.

F Other

1 The duties and responsibilities in this job description are not exhaustive. The post holder may be
required to undertake other duties that may be required from time to time within the general scope
of the post. Any such duties should not substantially change the general character of the post.
Duties and responsibilities outside of the general scope of this grade of post will be with the
consent of the post holder with the exception of those required at such a time when the
Emergency or Business Continuity Plan is invoked during a genuine emergency situation where
staff may be required to undertake work outside of their normal duties without prior consultation.

2 Equal opportunities
The post holder is required to carry out the duties in accordance with Council Equal Opportunities
policies.

3 Health and safety

The post holder is required to carry out the duties in accordance with the Council Health and
Safety policies and procedures.

All employees have a duty to take reasonable care for their own health & safety and that of others.
In particular they must:

9 Carry out all work in the prescribed manner and ensure that they follow training,
information and instruction provided

Use equipment correctly at all times
Wear or use personal protective equipment provided
Report all unsafe acts, conditions, accidents or near misses

Suggest methods of eliminating hazards and reducing potential risks
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Co-operate in the investigation of accidents with the objective of introducing methods to
prevent a reoccurrence

i Take part in risk assessments, workplace inspections, safety tours and audits when
necessary

1 Observe safe systems and methods of working at all times, avoid taking short cuts or
improvising which may give rise to unnecessary risks
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Health Surveillance

Employees are required to undertake such health surveillance, at the cost of the Council, as may
be required. This may be identified by risk assessments or be a statutory provision such as those
within the Health and Safety at Work Act 1974 and The Control of Noise at Work Regulations
2005.

Conduct

The public are entitled to expect the highest standards of conduct from all employees who work
for Local Government and that their conduct should never be influenced by improper motives.
Employees should always remember the responsibilities to the community they serve and ensure
courteous, efficient and impartial service to all groups and individuals within the community.

Employees should be aware of the content of the Code of Conduct and ensure that they act within
the Code at all times

Information security & data protection

Employees should ensure that confidential material including material about individuals is handled
in accordance with the law.

Employees are individually responsible for any information in their care whether computerised or
manual.

All Council policies on these issues should be adhered to.

Safeguarding

Employees have a responsibility to safeguard and promote the well-being of all vulnerable adults,
children and young people who participate in our services or whom they come into contact with
through discharging various functions. This includes situations where the Council works directly
with adult, service users who have care of children. Employees should be able to identify abuse or
neglect and understand their responsibilities and what to do should they ever suspect or become
aware that a child is being neglected, is being abused or is likely to suffer abuse.

Values
We believe that everyone has a role to play in making our council successful.
We expect everyone involved with Boston Borough Council to be:
1 open and honest with people
enthusiastic, positive and proud about working for Boston Borough Councll
patient with people and take time to understand their concerns
approachable and clear with people
open to new ideas and willing to learn

caring and to treat people with respect, consistency and fairness
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focused on customers

Job description written by Name: Date: May 2016
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