SEFTON METROPOLITAN BOROUGH COUNCIL
JOB DESCRIPTION

Department: Regulation & Compliance
Location:  Bootle Town Hall

Division: Civic & Mayoral Services
Post No:

Section:  Mayoral

· Post:  Casual Mayoral Attendant
Grade:

Responsible To: Civic & Mayoral Services Officer

Responsible For: No Subordinates 

JOB PURPOSE

Working as part of our Mayoral Team, you will provide holidays and sickness cover for the Mayoral Attendant by supporting the Mayor at all functions including researching the venue they will be visiting, preparing the route and transporting them to the venue safely. You will also assist with the civic functions, the Civic Regalia and Mayoral Chains and maintain the car to a high standard.

Mayoral Attendants are responsible for ensuring the Mayor of Sefton, the Borough’s “First Citizen”, arrives at his/her engagements on time and in a manner befitting the Office.

Casual Attendant Duties are to provide driver cover for the engagements the Mayor attends, these hours can potentially be long and unsociable, with evening and weekend work a high possibility.
The requirement and ability to act as Mayoral Attendant, Maitre D’ Public Announcer and Concierge, in essence to instantly provide whatever service is needed at any particular moment is paramount.

MAIN DUTIES

1.
Chauffeuring
(a)
Civic Insignia should be collected from the Town Hall and placed upon the Civic Party before leaving their home address.

(b)

Always ensure that the Civic Party arrives at an engagement safely and on time.

(c)       Open car doors for Civic Party upon entering and alighting from car.

(d)
Always drive in accordance with the Highway Code.

(e)
Always Conform with seatbelt legislation.

(f)
Collect Engagement and Briefing Sheets from the Town Hall, Bootle, on a weekly basis and check them for each engagement well in advance, to enable you to be aware of specific instructions relating to an engagement.

2.
Civic Protocol
(a)
Upon arrival at the venue, introduce the Civic Party to the person who is waiting to greet them.

(b)
Having handed the Civic Party over to the Host, check that seating arrangements, etc are correct and that protocol has been observed.  Any lapse in protocol should be pointed out politely to the organiser and a satisfactory conclusion reached.

(c)      If the Civic party is to be announced upon entering the main event, this should be done in      

accordance with correct practice i.e.  ‘The Worshipful the Mayor of the Metropolitan Borough of Sefton, Councillor………and the Mayoress/Consort Mrs/Mr …………..followed by the senior member of the host organisation.

3.
Attendance

(a)
Having ensured that the Civic Party has been received and conducted to their seats, the Mayoral Attendant if not required by the Civic Party should make the Civic Party aware of where he can be contacted throughout the course of the event.  He should then ensure that the civic car is securely parked and stand by until required.

(b)
If, at an event requiring double manning and where the Mayoral Attendant is required to attend upon the Civic Party throughout the engagement, he should arrange with his partner to be relieved for meal breaks, etc.

4.
Personal Appearance
(a)
Each Mayoral Attendant should always be in uniform when on duty. Uniform being black suit.
(b)
No unauthorised badges or other decoration should be worn when in uniform.

(c)
A Mayoral Attendant should be clean, sober and smartly dressed at all times
5.
General Demeanour


(a)
A Mayoral Attendant should not smoke on duty, either in the civic car, or in the presence of the Civic Party. The Council has a No Smoking Policy.

(b)
A Mayoral Attendant is requested to observe the Civic Party’s privacy whilst travelling in the car and he should not engage in conversation with civic passengers unless invited.

(c)      A Mayoral Attendant should maintain the dignity, which the post requires and go about his         

          duties in a quiet and unobtrusive manner.  He should not become over familiar with the Civic   

          Party or their guests.

(d)
Announcements to the Public will be required on a frequent basis, it is advisable to have written details to avoid embarrassment.  Public announcements should be made in a clear and audible voice, having called for attention with the gavel.

6.
Car Security
(a)
Ensure that the civic car is parked correctly and the security alarm engaged.  Liase with host organisation is necessary.

(b)
If possible, throughout the course of the engagement, check that the car is secure.

(c)      If entrusted with the Civic Party’s coat or other belongings, make certain that they are   

          placed in a secure situation.

(d)
Should the civic car be the subject of damage by vandalism or break-in, a written report should be made to the Civic & Mayoral Services Officer on the form provided as soon as possible after the event.

7.
Cleaning and Maintenance

(a)
Ensure that the civic car is cleaned and polished on a daily basis and that mechanical faults are reported to the Civic & Mayoral Services Officer and rectified at the earliest convenient opportunity.  An hour a day is allowed for this purpose.

(b)
Oil, tyres and radiator must be checked on a regular basis,

(c)      As far as practicable, always leave vehicle with a full tank of petrol when on day duty.

(d)
In the event of an accident involving another vehicle, details of insurance should be obtained and, if necessary, the matter should be reported to the police.

8.
Civic Regalia/Robes
(a)
Ensure that the civic regalia and robes are maintained in good order and make certain regalia is secure at all times.

(b)
When meetings of the Council are held, ensure civic robes are located at the correct venue.  The Mace and Oar of Admiralty should be similarly located.

(c)      The Sefton chain and badge of office should be worn by the Mayor at all times.

(d)
The Mayoress/Consort may choose which of the former Borough chains she/he wishes to use but the selection must be made in advance and only the chosen chain taken from the safe for a given engagement or series of engagements during a day or evening.
9.
Civic Hospitality
(a)
Introduce civic guests to the Mayor and Mayoress/Consort
(b)
Assist with the removal of outdoor garments of VIP guests.

(c)      Ensure that the civic guests are attended to in a polite and correct manner.

(d)
Assist with the setting up of bar facilities for receptions, etc.

(e)
Assist with the service of drinks and, where necessary, food.

(f)
Wait upon the Civic Party’s table on informal occasions.

(g)
After a hospitality event, conduct a stock check and complete the stock sheet, to enable the Civic & Mayoral Services Officer to cost the event.

10.
General
Throughout the course of the duties, a Mayoral Attendant will liaise with the Civic & Mayoral Services Officer, Chief Officers or Members of the Council, where appropriate, to ensure that the civic function of the Authority is conducted in an efficient and effective manner.
QUALIFICATIONS AND EXPERIENCE

Essential

1.  Clean United Kingdom Drivers Licence with no penalty points or endorsements.

2.  Experience of speaking in public. 

3.  Experience of driving VIPS and Dignitaries,

4.  Be familiar with serving alcoholic beverages at functions

5.  Be familiar with operating a bar service

Desirable

1.   Advanced Drivers Licence

2.   Member of the Mace Barers Guild
3. Be familiar with waiting on a VIP table (silver service)

SPECIAL CONDITIONS (if applicable)

GENERAL:

This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

All staff are responsible for the implementation of the Health & Safety Policy as far as it affects them, colleagues and others who may be affected by their work.  The postholder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure appropriate improvements are made where necessary.

The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.

Note:  Where the postholder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.
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