

Role profile
Events and Safety Attendant
· Grade: 5
· Business area: Governance, Risk and Assurance
· Job title: Mayoral Attendant 
· Reporting line: Head of Governance & Scrutiny
· Team: Business Support
Job Purpose
To provide professional, discreet and practical support to the Mayor, Deputy Mayor and designated senior office-holders when attending meetings, visits, events and public engagements on behalf of GMCA.
The postholder will provide a calm, professional and approachable presence, using sound judgement, discretion and excellent interpersonal skills to support positive interaction with members of the public, guests and stakeholders. They will recognise and respond appropriately to changing circumstances, including challenging or sensitive interactions, and escalate safety, security, crowd-related or welfare concerns promptly.
The postholder will help engagements to run safely and smoothly by working with the Mayor’s Office & Executive Support colleagues to prepare for attendance at events/engagement, maintaining good situational and security awareness and contributing to proportionate assessments of event and personal-safety risks. They will work closely with GMCA colleagues, event organisers, venues and security teams to confirm arrangements, identify concerns and ensure that matters requiring specialist attention are referred to the appropriate person or organisation.
The role provides practical support, safety awareness, liaison and escalation. It does not provide close protection, operational security, specialist threat assessment or operational crowd-control services.
Key working relationships
The postholder will work closely with internal and external colleagues and stakeholders, including:
· Greater Manchester Mayor and Deputy Mayor;
· the Mayor’s Office and executive support colleagues;
· GMCA senior officers and directorates;
· GMCA communications, engagement, events, facilities, health and safety, risk and security colleagues;
· event organisers and event delivery teams;
· venue managers and venue staff;
· stewarding and security providers;
· partner organisations, local authorities and other public bodies;
· emergency services, where appropriate; and
· members of the public, community representatives, invited guests and other attendees.

Key Responsibilities
1. Event and engagement preparation
· Review event and visit arrangements in advance, including the programme, venue, expected attendance, public access and relevant safety considerations.
· Liaise with GMCA colleagues, event organisers and venues to confirm arrangements, responsibilities and any issues requiring attention.
· Undertake or contribute to proportionate event and personal-safety risk assessments within the scope of the role.
· Identify and escalate concerns requiring specialist security, safety or crowd-management advice.
· Handle event and engagement information with appropriate discretion and confidentiality.
2. Support at events and engagements
· Accompany the Mayor/Deputy Mayor and/or designated senior office-holders and official guests at meetings, visits, events and public engagements, providing practical support throughout.
· Act as a key point of liaison with GMCA colleagues, event organisers, venue staff, stewards and security personnel.
· Maintain awareness of the immediate environment and identify changes that may affect the safe and smooth running of the engagement.
· Anticipate and resolve practical issues within the scope of the role, escalating matters where specialist responsibility or authority is required.
· Remain calm and adaptable when programmes, circumstances or arrangements change.
3. Public interaction and situational awareness
· Engage professionally and respectfully with members of the public, guests, stakeholders and event staff.
· Use tact, diplomacy and sound judgement to manage sensitive, challenging or unexpected interactions.
· Use appropriate communication and de-escalation skills to help calm difficult situations without assuming security or enforcement responsibilities.
· Recognise emerging concerns relating to behaviour, crowding, access or the wider environment and escalate these appropriately.
· Support positive and accessible public engagement while maintaining appropriate awareness of safety and welfare.

4. Safety, security and risk
· Maintain a high level of general safety, security and situational awareness appropriate to the role.
· Apply relevant controls identified through event, venue or personal-safety risk assessments and follow GMCA policies and procedures.
· Make proportionate judgements within the scope of the role and recognise when specialist advice or intervention is required.
· Report and escalate safety, security, welfare or crowd-related concerns through agreed channels.
· Record relevant incidents and contribute to post-event reviews and learning where appropriate.
· Work within the boundaries of the role and do not undertake specialist security, close protection, enforcement or physical crowd-control activity.
5. Professional relationships and standards
· Build trusted and effective relationships with the Mayor, Deputy Mayor, senior office-holders, GMCA colleagues, event organisers, venues, partners and specialist providers.
· Exercise discretion, maintain confidentiality and demonstrate political awareness and impartiality.
· Raise concerns confidently and constructively, including where arrangements may need to be reconsidered.
· Remain professional and composed when working under pressure or dealing with conflicting expectations.
· Represent GMCA positively, work collaboratively with colleagues and partners,  demonstrating the organisation’s values and behaviours.
· Maintain the knowledge and skills required for the role through appropriate learning and development.
General.
NB: This list of duties and responsibilities is by no means exhaustive, and the post holder may be required to undertake other relevant and appropriate duties as required.
Knowledge, Skills, and Experience
Knowledge & Experience
· Experience of working in a public-facing role requiring professionalism, discretion and sound judgement. 
· Experience of supporting senior individuals, stakeholders or members of the public in busy, sensitive or high-profile environments. 
· Experience of dealing calmly and effectively with challenging or unexpected situations. 
· Ability to identify potential risks or concerns, take proportionate action and recognise when matters need to be escalated. 
· Understanding of personal safety, event safety, practical risk assessment and general security awareness. 
· Understanding of the importance of confidentiality and the appropriate handling of sensitive information. 
· Awareness of political sensitivity, impartiality and public accountability when working in a mayoral combined authority environment.

Skills, Values and Behaviours
· Judgement and situational awareness – Able to assess changing situations, identify potential concerns, take proportionate action and recognise when escalation or specialist support is required. 
· Communication and interpersonal skills – Confident, approachable and diplomatic, with the ability to build effective relationships and manage sensitive or challenging interactions calmly. 
· Discretion and integrity – Demonstrates sound judgement, maintains confidentiality and understands appropriate professional boundaries. 
· Political awareness and impartiality – Understands the sensitivities of working in a high-profile public environment and acts professionally and impartially. 
· Flexibility and responsiveness – Willing and able to work flexibly, including occasional evenings and weekends where required, adapting working hours and availability to support changing diary commitments, events and engagements.
· Planning and adaptability – Able to anticipate practical issues, respond effectively to changing circumstances and remain calm under pressure. 
· Collaboration – Works effectively with colleagues, partners, event organisers, venues and specialist providers. 
· Commitment to equality – Treats people with dignity and respect and supports inclusive and accessible engagement. 
· Personal style – Demonstrates professionalism, resilience and the values and behaviours of GMCA.
Corporate Duties
Do not behave in way which discriminates against your fellow employees, or potential employees on the grounds of their sex, sexual orientation, marital status, race, religion, creed, colour, nationality, ethnic origin or disability.
Safeguard at all times confidentiality of information relating to staff and pensioners.  Refrain from smoking in any areas of Service premises.
Behave in a manner that ensures the security of property and resources. Abide by all relevant Service Policies and Procedures.
Records Management / Data Protection - As an employee of the GMCA, you have a legal responsibility for all records (including employee health, financial, personal and administrative) that you gather or use as part of your work with the Service. The records may be paper, electronic, audio or videotapes. You must consult your manager if you have any doubt as to the correct management of the records with which you work.
Confidentiality and Information Security - As a GMCA employee you are required to uphold the confidentiality of all records held by the GMCA, whether employee records or GMCA information. This duty lasts indefinitely and will continue after you leave the GMCA employment. All employees must maintain confidentiality and abide by the Data Protection Act.
Data Quality - All staff are personally responsible for the quality of data entered by themselves, or on their behalf, on GMCAs computerised systems or manual records (paper records) and must ensure that such data is entered accurately and, in a timely manner, to ensure high standards of data quality in accordance with Departmental protocols. To ensure data is handled in a secure manner protecting the confidentiality of any personal data held in meeting the requirements of the Data Protection Act.
Health and Safety - All employees of GMCA have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions. Employees are required to co-operate with management to enable GMCA to meet its own legal duties and to report any circumstances that may compromise the health, safety and welfare of those affected by the Service’s undertakings.
Service Policies - All GMCA employees must observe and adhere to the provisions outlined in these policies.
Equal Opportunities - GMCA provides a range of services and employment opportunities for a diverse population. As a GMCA employee you are expected to treat all  employees / partners / members of the public and work colleagues with dignity and respect irrespective of their background.


