
Staff Roles and Responsibilities      Annex 11 
 
Staff roles and responsibilities are shown on Scarborough Borough Council’s HR 
departments Job Description document for each role. 
 
These descriptions are reviewed as required in consultation with the role holder and 
updated on the original document and this annex. 
 
Borough Harbour Master 
 

 Manage the Harbour Service including the pilotage, security, environmental 
integrity and dredging operations in accordance with Council policies and 
protocols. 

 

 Ensure that the Ports Service operates in line with current legislation, 
Governmental guidelines and the Council’s policies on Harbour management. 
 

 Ensure harbour undertakings are compliant with Port Marine Safety Code 
including compilation and maintenance of full safety management system 
reporting to the Council.  
 

 To work with the Ports Development group on development projects and 
initiatives. 
 

 Supervise and control of the dredging operation.  
 

 Market the dredging operation to external clients, including preparation of 
estimates, costs and budgetary control, and completion of financial returns.   
 

 Manage the dredging equipment when on contract to external clients. . 
 

 Control of all vessels into the Authority’s Harbours. 
 

 Manage the authority’s pilotage service as required as a Competent Harbour 
Authority.  
 

 Act as senior pilot and train and develop harbour masters to ensure 
compliance. 
 

 Responsible for the control and supervision of all Harbours undertakings with 
regard to maintenance to infrastructure, equipment and other ancillary 
services. 
 

 Control and supervision of the 24/7 Harbour Watchkeeping system. 
 

 Ensure that Harbour records are maintained, licences issued, etc., in 
accordance with Council policy and monitoring of such information.  
 



 Manage the commercial cargo facility and administer any cargo or business 
opportunity as required. 
 

 Act as port facility security officer and ensure implementation and compliance 
of the International Port facility Security code. 
 

 Undertake on-scene commander responsibilities, maintaining and protecting 
the environmental integrity within harbour limits. Implement the MCA OPRC 
plan and oil spill response as required.  

 

 Liaise with other internal services and external agencies. 
 

 Attendance at legal proceedings as required. 
 

 Ensure the Authorities vessels maintain compliance with all relevant 
certification. 
 

 Be proactive in developing the strategic direction of the ports with regard to 
regeneration and future development opportunities. 
 

 People 
 

 Provide the leadership, vision and day to day management necessary to co-
ordinate the activities to recruit, retain, develop and motivate staff to deliver 
high levels of performance and develop to their full potential. 

 

 Carry out all aspects of staff management for the teams under the post 
holder’s control, including recruitment and selection, attendance 
management, learning and development, disciplinary/grievance and 
managing employee performance etc. and ensure that all Human Resources 
policies and procedures are applied fairly and consistently. 

 

 Ensure that the Service Manager responsibilities as set out within the 
corporate Welfare, Health and Safety Policy are adhered to, that safe working 
practices are in place and take appropriate action to rectify the situation where 
they are not. 

 

 Embed and maintain a performance management culture, set targets and 
objectives and undertake regular training and appraisal of staff in driving the 
continuous improvement of Services. 

 
 

 Performance, Quality and Service Improvement 
 

 Ensure that all Services under the control of the post holder support corporate 
objectives and implement innovative and creative solutions to keep ahead of 
ever increasing expectations by bringing about change and improvement. 

 



 Ensure that all Services under the control of the post holder operate within the 
performance management framework including the production of business 
plans, maintenance of management data in accordance with the Council’s 
quality assurance/data quality procedures and undertaking staff appraisals in 
a timely manner.   

 

 Monitor, review, assess and evaluate Service performance through the 
analysis of trends and other supporting data and implement necessary 
changes and improve the Services provided to ensure that they contribute to 
the Council’s performance targets/priorities e.g. improve the quality of life for 
residents and visitors and contribute to the local economy.   

 

 Ensure that performance management data is accurate and information is 
maintained in accordance with the Council’s quality assurance/data quality 
procedures. 

 

 Develop, monitor and implement strategy/ policy and make an active and 
positive contribution to Service plans, translating these into measurable and 
deliverable actions that ultimately improve the Service provision. 

 

 Engage effectively with customers (internal and external) and ensure that they 
are treated fairly and with respect. 

 

 Ensure appropriate provision is made to comply with relevant emergency 
planning legislation and risk management/business continuity requirements. 

 

 To initiate and identify new ways of working more efficiently and effectively 
and manage and develop the Service to work collaboratively with other teams 
and external partners to review and redesign services, develop new ways of 
working and deliver improved Services for customers.  

 

 Finance 
 

 Undertake effective financial management including the monitoring of 
budgets, budgetary controls and collection of income to ensure the Service 
works within agreed budgets and within corporate policy guidelines and 
practices. 

 

 Monitor and review the value for money, Service levels and approved fees 
and charges of all Services under the control of the post holder; bearing in 
mind the need to reduce net costs of the Service. 

 

 Identify and pursue sources of appropriate external funding and alternative 
sources of Service delivery, e.g. through partnership working to deliver 
Council Services. 

 
 

 Corporate 
 



 Represent the Director at Committee meetings, working groups, meetings 
with outside bodies and legal proceedings, as required, and actively foster 
and liaise with and develop positive relationships with all relevant agencies, 
stakeholders and partners.   

 

 Prepare Cabinet and Committee reports, estimates, Secretary of State/Home 
Office monitoring reports, tender documents etc and provide advice and 
support to the Director and Elected Members as required.   

 

 Attend Committees as required and ensure that Committee decisions, new 
legislation, Government advice, etc are effectively implemented where 
appropriate. 

 

 Build and maintain effective working relationships with partners, colleagues 
and Elected Members. 

 

 Lead on the development and implementation of strategies, policies, plans 
and projects as required by the Director. 

 

 Ensure that the Council meets its statutory obligations and that the highest 
standards of probity and good conduct are maintained at all times. 

 

 Promote and drive equality and inclusion across all service provision and 
employment through policy initiatives, personal example, open commitment, 
clear action and direction. 

 

 Work collaboratively with others within and outside of the Service/organisation 
as required. 

 

 Manage the information held by the Service to ensure it is updated in a timely 
and accurate manner and complies with any legal or data protection policies.  
 

 Support the delivery of the emergency plan, including the provision of out of 
hours services and act as Bronze Commander as required. 
 

 Where appropriate to manage monitor and review the provision of externally 
provided services, be accountable for contracts entered into by the Council 
and be proactive in managing the procurement of all such contracts in 
accordance with legislation and the Council’s Constitution and Contract 
Procedure Rules. 

 

 Other 
 

 Deputise for the Director as and when required. 
 

 Be proactive in identifying own personal development needs and objectives. 
 

 Any other duties which may be assigned. 
 



 
Deputy Harbour Master 
 

 Be responsible for the day-to-day management of harbour undertakings 
including maintenance and allocation of duties to staff. 

 

 Assist the Borough Harbour Master to ensure that the Port service operates in 
line with legislation, Governmental Guidelines, Port Marine Safety Code and 
the Council’s Policies. 

 

 Supervision and control of harbour income, maintenance of records. 
 

 Supervision and control of the Authority’s Pilot Boat, maintenance records and 
administration. 

 

 To undertake the role and duties of Deputy Port Facilities Security Officer and 
act as On Scene Commander to comply with environmental procedures and 
regulations including Port Waste Management. 
 

 Deputise for the Borough Harbour Master as required to attend various 
meetings, user groups, working parties etc. 

 

 Assist with the preparation of reports, statistical information, costs, budgetary 
control and answer correspondence ensuring that all harbour records are 
maintained. 

 

 At times will act as Dredging Master and take command and control of the 
dredging operations including external contracts and marketing. 

 

 Control and pilotage of vessels into the Authority’s Harbours including direct 
supervision of navigational aids and corresponding administration. 

 

 Control and supervision of the 24/7 Harbour Watch keeping systems including 
being on-call out of hours on a rota based system. 

 

 Ensure that safe working practices, risk assessments and inspection regimes 
are implemented and adhered to including maintenance of records. 

 

 Liaison with other Services, including attendance at legal proceedings as 
required. 

 

 Ensuring that procedures are performed in accordance with the Council’s 
Constitution. 

 

 Other duties as may be assigned. 
 
 
Assistant Harbour Master (Dredging) 
 



 To act independently as Master of the Council’s Dredging Operation, with 
direct responsibility for the Boroughs’ dredging equipment, crew management, 
safety, training and welfare. Maintaining effective budget management.  

 

 To be responsible for the safe and efficient operation of the dredging system 
including the establishment and implementation of maintenance programs for 
all vessel systems, dry-dock periods, repair work, general maintenance and 
procurement of spares and equipment. The Master will be responsible for 
maintaining all navigational, safety equipment, documentation and certification 
in line with statutory legislation requirements.  

 

 To act independently while undertaking contract-dredging operations at 
external ports.  Liasing and advising directly with Clients and external 
agencies to ensure compliance with all aspects of charter requirements and 
ensuring satisfactory completion of contract requirements to meet deadlines 
and specifications.  
 

 To be fully responsible for the effective command, control and navigation of 
the vessels, crew and any other persons onboard at all times.  To determine 
and take account of the vessels manoeuvring characteristics, limitations and 
sea/weather conditions before undertaking all sea passages, dredging and 
towing operations.  To plan, execute and monitor sea passages ensuring 
safety of the vessels and crew at all times. 
 

 To be responsible for and ensure compliance with all necessary legislation 
with regard to sea going vessels and dredging operations. In particular with 
regard to Licences for disposal at sea, dredging returns and statutory 
certification. 

 

 Responsible to the Borough Harbour Master and Deputy to ensure an 
effective programme of dredging works is planned, implemented and adhered 
too and additionally monitor dredged depths within the harbours to comply 
with local conservancy expectations. 

 

 To develop, implement, monitor and update procedures for all dredging 
activities and vessels systems to maximise efficiency, understanding and 
extend longevity of equipment to obtain best value and operational 
performance. 
 

 Assist the Borough Harbour Master and Deputy with the implementation of the 
Port Marine Safety Code and ensure compliance with the Safety Management 
Systems and the routine day-to-day management of the Harbours.   This will 
include direct responsibility and management of a varied workforce of Harbour 
Staff in both Whitby and Scarborough Harbours. Deputising as necessary.  
 

 Assist with the completion of Harbour records particularly with regard to 
logbooks, vessel activities, inspection regimes and workforce, whilst also 
demonstrating a good understanding of I.T. and communication skills. To deal 
with correspondence and enquiries, attend meetings and legal proceedings as 



necessary. 
 

 Assist the Borough Harbour Master and Deputy with the implementation of all 
applicable SBC procedures in particular those pertaining to staff, including 
grievances, safe working practices, appraisals and discipline.  
 

 To appreciate the budgetary constraints under which the Harbours and the 
dredging system operate and assist to achieve effective management of these 
systems and applicable targets.   
 

 On satisfactory completion of a comprehensive training program and with 
sufficient sea passages in all anticipated conditions, qualify as Pilot and be 
responsible for the associated role and duties within the Boroughs Port.  It is 
expected that the post holder will undertake continuous professional 
development. 
 

 Liaise with other services, external agencies, Councillors, clients and 
Government Departments as necessary.  
 

 Any other duties as may be assigned. 
 
 
Assistant Harbour Master (Leisure) 
 

 Assist the Borough Harbour Master and Deputy with the day-to-day 
management of all the harbour undertakings. 

 

 Assist the Borough Harbour Master and Deputy with the control and 
supervision of harbour maintenance which will include the carrying out of 
regular inspections and the instigation of repairs. 

 

 Assist with the maintenance of harbour records particularly with regard to 
vessel activities, inspection regimes, risk assessments and public liability 
issues. 

 

 Deal with correspondence, statistical data, complaints, and preparation of 
reports. 

 

 Assist the Borough Harbour Master and Deputy with staffing issues including 
grievances, safe working practices and disciplinary procedures as necessary. 

 

 To ensure that harbour procedures are adhered and to operate within relevant 
legislation and the Constitution of the Council. 

 

 To understand the budgetary constraints under which the harbours operate 
and the targets that apply.  Assist to achieve these targets by maintaining best 
value practices. 

 



 To plan and allocate berthing (primarily leisure)  within the ports of Whitby, 
Scarborough and Filey Coble Landing.  To be the first point of management 
contact when dealing with berthing issues. 

 

 To be responsible for all communications with leisure craft owners and to 
maintain waiting lists, berthing records and statistical information including 
performance indicators. 

 
 

 To be responsible for the maintenance of the leisure berthing facilities and to 
organise repairs and the upkeep with harbour staff and outside agencies. 

 

 To promote and improve customer satisfaction particularly in regard to leisure 
users and enhance working relations with stakeholders.  This will involve 
duties outside of normal office hours.   

 

 Attendance at legal proceedings if necessary. 
 

 Liase with other services and agencies as necessary. 
 

 Any other duties as may be assigned. 
 
 
Ports Business Manager 
 

 Line management of Port Business Management unit including supervision, 1 
to 1’s, appraisal processes, monitoring work rates, capacity issues and 
performance. 

 

 Management of all harbour accounts, the collection and control of income and 
assisting the Borough Harbour Masters with budget monitoring, including 
maintenance of berthing contracts. 

 

 Acting as ‘Collector of Dues’ at both Whitby and Scarborough Harbours  
 

 Administrator of licensing systems including MCA Code of Practice for boats 
and boatmen.    
 

 Maintaining and updating of all office records relating to the harbours, 
transactions and staff including absence and sickness monitoring. 
 

 Correlation and monitoring of performance indicator information, data quality 
monitoring and assist in the production of business plans, etc for the Port’s 
service.  

 

 Administer Freedom of Information processes, complaints procedures, and 
data protection requirements.   

 



 Monitor and develop office systems and procedures including managing  the 
implementation of new office systems and upgrades.   

 

 Assist Borough Harbour managers in promoting and advertising the port 
facilities, including managing the Port’s website. 

 

 Assist Borough Harbour managers in the provision of training and 
development of personnel and flexible working.   

 
 
 
 

 Assist Borough Harbour managers in the production of correspondence, 
reports, schedule of dues and briefing notes.  

 

 Occasionally representing the Borough Harbour managers where port 
business management is an issue, including during their absence. 
 

 Providing and arranging administrative support at meetings involving Borough 
Harbour Managers including, taking of minutes, the production of records and 
liaison with other Services and parties, checking availability for meetings etc. 

 

 Any other duties commensurate with the grading of this post, as directed by 
the Borough Harbour Master or designated assistants. 

 
 
Port Services Assistant 
 

 Undertake general reception duties including telephone and face-to-face 
interaction with the public.  Advising customers of harbour policies and 
procedures. 

 

 Typing and filing of correspondence, reports etc., including maintenance of 
filing system.  Opening, distribution and despatch of mail etc.   

 

 Raising and processing of purchase orders including payment of invoices and 
raising of invoices for customers to the harbour.  

 

 Carry out duties associated with the monitoring and recording of all fishing 
vessel landings and corresponding income recovery. 

 

 Correspondence in association with vessel insurances and berthing contracts.  
 

 Collecting money and completing necessary paperwork including reconciliation 
of banking and reclamation of petty cash. 

 

 Perform clerical duties to support the Ports Business Manager including 
provision of office resources and collation of relevant performance indicator 
information etc 



 

 Deputise for Ports Business Manager during periods of absence including 
updating web-sites. 

 

 Administrative tasks associated with customers, visiting craft and staff 
including the updating, maintenance and monitoring of harbour records/ 
information, leave cards etc.   

 

 Liaison with other Services, checking availability for meetings etc.  
 
 
Dredger Mate 
 

 The safe and efficient operation of the spud leg pontoon and excavator, 
dredging to required levels. 
 

 To be fully responsible for the effective command, control and navigation of 
the vessels, crew and any other persons onboard at all times, when 
necessary.   
 

 Support the Master with the safe and efficient operation of the dredging 
system and maintaining a safe navigational watch. Responsible for the 
operation and maintenance of LSA and FFA. 
 

 Routine and preventative maintenance of the dredging system including daily 
checking of fluid levels on all machinery. 

 

 Investigation of all defects, carrying out repairs where possible and/or 
reporting of all defects as necessary to the relevant line manager. 

 

 Liaison with external contractors to effect repairs/servicing, as required. 
 

 To ensure safe working practices and emergency procedures are adhered to.  
i.e., man overboard, fire fighting, etc. 

 

 Supervision of persons assigned to assist the dredging operation, as 
necessary. 

 

 In the event of the dredging operation being curtailed, to undertake other 
duties as required by the Harbour Master or his Assistants which may consist 
of maintenance duties around the Harbours. 

 

 The postholder will be required to undertake any external dredging contracts 
which will necessitate working outside of the Borough for periods of time in 
which the post holder will carry out the full range of duties as required. 

 

 Any other duties as may be assigned by the line manager. 
 
 



Dredger Deckhand 
 
Watchkeeper / Relief Watchkeeper 
 

 Removal and disposal of debris from the Harbours, piers and wharves. 

 Sweeping of piers and wharves and removal of litter, washing down and 
cleaning of fish market. 

 Operating pressure washer to clean pontoon decking etc. 

 Removal of sand and seaweed from walkways. 

 Emptying of litterbins and baskets including from hand barrow at designated 
disposal point. 

 General maintenance of harbour infrastructure, tools and barrows as directed. 

 Assist with maintenance work, as directed. 

 Undertake duties associated with the post of Watchkeeper, including:  using 
the computerised CCTV camera system and VHF Radio, Control of vessels 
entering/leaving and mooring in the harbour and supplying information, such 
as tidal readings; Dealing with any incidents as appropriate, including notifying 
Police, Coastguard, Fire Service and any other appropriate Organisation.  
Allocation of berths to visiting craft, maintaining records such as arrival forms, 
log book etc., collecting fees, including cash handling and operating cred card 
machine etc.  

 General routine manual duties associated with the assistance of berthing and 
movement of vessels within harbour limits.  This will involve rope handling, 
moving boats along quay, directing vessels etc. 

 Any other duties as required. 
 
Bridge Operators 
 

 The operation of the Whitby Swing Bridge, as required. 

 Operation of the diesel and/or hand-wind back-up systems, as required. 

 Maintain records of bridge openings and vessel movements through the 
bridge. 

 Control of public order on and around bridge and quayside. 

 Reporting of faults on bridge and vandalism to Supervisor. 

 Answering personal and telephone enquiries relating to tide times, bridge 
opening times, etc. 



 Cleaning of the Bridge House during maintenance periods. 

 Operation of traffic lights and manual opening and closing of the gates to the 
bridge. 

 Basic maintenance of equipment, collection of diesel for the back-up system, 
etc. 

 Operation of the VHF Radio. 

 Assist in the reporting and recovery of debris, dead animals, etc. 

 Snow and ice removal and the gritting of road surfaces of the bridge. 

 Assist heavy and long vehicles in manoeuvring. 

 Any other duties as may be assigned by the Borough Harbour Master. 

 
 
Marina Attendant 
 

 Allocation and administration of berths, including permanent and occasional 
berths and dealing with enquiries relating to berthing of vessels within the 
marina. 

 Receipt of berthing fees, harbour dues, slipway fees and storage fees, and 
maintenance of appropriate records. 

 Security of marina and its facilities patrol and check security of moorings, 
ropes, etc.  Liaise with and inform boat owners regarding security and 
prevention of damage to vessels, etc. 

 Operation of the VHF Radio, issuing of parking permits, security of keys.   
Deal with general enquiries and build good customer relations. 

 Ensure facilities and pontoons are maintained to a high level of cleanliness.  
Collection of litterbins and waste oil and emptying to appropriate receptacle. 

 Management of the marina car parking facilities to ensure operational 
efficiency. 

 When necessary assist in liaison with the Emergency Services. 

 Any other duties as may be assigned. 

 
 
Fish Quay Attendant 
 



 Cleanliness, husbandry and washing down the Fish Quay/ Fish Market / 
toilets and associated areas. 

 Clean, tidy and sweep the surrounding piers including the movement of 
fishing gear to ensure public safety. 

 Collection of litter bins / fish boxes and ensure correct disposal. 

 Assist toward cleanliness of inner harbour pontoons. 

 General maintenance and repairs to the Harbour premises, structures and 
equipment, as required. 

 Assist with the mooring of vessel when required. 

 Any other duties as may be assigned. 
 
Seasonal Lighthouse Attendant 
 

 Sweeping and litter picking of general harbour area, assist with general 
maintenance and painting to the harbour premises/assets and equipment as 
required.   

 Ensure toilets/showers are maintained to a high level of cleanliness.  

 Clean lighthouse, tidy sweep and weed the surrounding Piers to a high 
standard, collection of litterbins and emptying to collection vehicle. 

 Scrub pontoons and all steps of surrounding area including inner harbour 
facilities. 

 Maintain VHF watch and allocate berths to visiting craft of berthing 
arrangements, and collect appropriate dues.  Deal with general enquiries and 
build good customer relations. 

 When necessary assist in liaison with the Emergency Services. 

 Patrol pontoons and piers, deal with user enquiries, issue keys as required 
and build good customer relations. 

 Collect fees for use of cranes, equipment etc.  Maintain security on slipway to 
allow access as required, monitoring launches and collecting fees as 
necessary. 

 Any other duties as required. 
 
 
Coble Landing Attendant 
 

 Assist in promoting safe practice of the area by all users particularly during 
the launching of vessels. 



 Receipt of slipway fees and maintenance of appropriate records.   

 Issue and verification of launching permits. 

 Maintain the cleanliness and general husbandry of area to a high standard. 

 Deal with general enquiries and build good customer relations. 

 Oversee usage of operational area with regard to permanent vessels. 

 Clean, tidy and sweep the surrounding areas including if necessary the 
movement of any equipment to ensure public safety.  

 Any other duties as may be assigned. 

 
 
Joiner 
 
Joiner’s Apprentice 
 

 To adhere to existing working practices, methods, procedures, undertake 
relevant training and development activities and to respond positively to new 
alternative systems. 

 To co-operate with the council in complying with relevant health and safety 
legislation, policies and procedures in the performance of the duties of the 
post. 

 Assist the joiner with the undertaking of maintenance, construction work and 
repairs to the Harbour structures, premises and equipment, as required. 

 Painting of gates, seating, railings, etc and other repairs and maintenance as 
necessary. 

 Ensure cleanliness of steps, slipways, footpaths etc using chemicals, 
pressure washers as required. 

 General routine manual duties associated with the assistance of berthing and 
movement of vessels within harbour limits.  This will involve rope handling, 
moving boats along the quay etc. 

 Assist with maintaining accurate records, maintaining confidentiality as 
required. 

 To carry out any other reasonable duties and responsibilities within the overall 
function, commensurate with the grading and level of responsibilities of the 
post. 
 

 


