Business Continuity Officer

Supporting the delivery of our business continuity and cyber resilience programme, you'll be working closely with a range of teams to support our organisational resilience workstreams. 
You will act as the subject matter expert in business continuity, creating a number of business continuity plans and effectively promoting business continuity awareness to colleagues. 

What are my key responsibilities?

Complete business impact assessments, business continuity and emergency plans for service areas within whg.
Support the integration of business continuity and IT disaster recovery arrangements alongside IT colleagues.
Liaise with team leads and core business areas to gain knowledge and understanding of their service area delivery and the risks that could disrupt delivery.
Maintain an electronic record of plan changes and all recommended findings on whg’s lessons learnt log. 

Support the Head of Building Safety in arranging and undertaking service area business continuity testing to validate and review existing documentation.
Administration and updating of whg’s crisis communications tool. 
Raise and report any significant issues identified to the Head of Building Safety as appropriate to review where organisational resilience activities should be reviewed and considered.

Support in the roll-out of business continuity and cyber security communications campaigns to colleagues.
Provide programme delivery updates and reports to governance and assurance groups as required.
Maintain strong relationships with key external partners to achieve collaborative and cohesive operational working. 

Keep up to date with relevant business continuity guidance, news and trends, gathering operational insight and intelligence that can impact or enhance what we do. Explore new tools, techniques and initiatives and embed best practice. 
Be flexible and adaptable to support in the co-ordination of incident response arrangements and providing advice and guidance to business areas.
Work collaboratively to support our response to ‘crisis’ situations.
Relationships

You will report to the Head of Building Safety.

 

You will maintain effective working relationships with key teams across organisation to deliver effective business continuity and organisational resilience advice.  

 
Role requirements: 
There are certain qualifications and experience that we are looking for to operate effectively in this role:

 

· Have obtained a relevant degree in Emergency Planning, Business Continuity, Disaster Management or similar. 

· Have or be willing to work towards achieving a Certificate of the Business Continuity Institute (CBCI). 
· Membership of a relevant professional body (BCI, EPS or similar). 
· Experience working within a business continuity function, with experience of creating robust business continuity and resilience plans. 
· Be IT literate in using Microsoft systems including, Outlook, Teams, Word and able to use other IT applications or databases. 

· Strong communication skills, with the ability to collaborate with and advise colleagues at all levels
. 
· Have excellent time management skills with the ability to meet deadlines.
· Hold a current UK driving licence and access to a vehicle with suitable business insurance (preferred but not essential).
You will also be self-motivated and accountable with the ability to use own initiative, manage own time and priorities whilst demonstrating a flexible and proactive approach.
You’ll have an inquisitive and analytical mind and be able to work within the detail as well as see the bigger picture, as well as having a pragmatic approach to risk. 

Given the nature of the role, some evening and weekend work may be required. 
 









whg’s values and behaviours

At whg we have an ambitious aim to be an exceptional place to work that attracts, develops and retains talent. 
We recognise that our success as a business depends largely on the quality and commitment of our colleagues; our values set out in the Corporate Plan identify the behaviours that we expect all colleagues to display at whg. 
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	Trustworthy

You can rely on us. We are honest in everything we do.



	[image: image2.png]



	Respectful

Valuing people and treating everyone with empathy and fairness.
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	Accountable

Taking responsibility for our actions and owning the delivery of our promises.
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	Collaborative

Achieving great things by working together.
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	Excellent

Striving to be the best and delivering the best outcomes for customers and the organisation.



	
	


Please note that this job description is not part of a Contract of Employment nor can it be exhaustive.  It is a guide to the tasks and responsibilities envisaged for the post and, as such, will change and evolve to reflect the changing needs of whg.


