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	Job Description



	Post 

	Administrative Support Officer
	Post No
	

	Line Manager


	Support Team Supervisor
	Location
	Headquarters, Shrewsbury

	Directorate


	Corporate Services   
	Section
	Admin Support  

	Scale  

	Grade 3 
	
	

	Hours


	37
	Status of Post
	Permanent 


1
Job Purpose
The Service Support Team provides administrative support to various functions and officers throughout Shropshire Fire and Rescue Service.  This support encompasses reception work and support functions, including data input, information provision and acting as initial contact point with the public for the provision of basic fire safety advice and information. The team shares a responsibility to provide a range of efficient administration duties. 
2 Major Tasks
2.1 Using appropriate IT data bases, outlook, word processing and other systems to produce reports, letters and other general correspondence and documents drafted and prepared by Brigade Officers.
2.2 Providing basic community safety information to members of the public and dispatching guidance booklets/ leaflets as required. 
2.3 Recording and scanning incoming letters, documents and plans to maintain the fire safety and other electronic filing systems. 
2.4 Daily recording and distribution of incoming mail and preparation and despatch of outgoing mail.
2.5 Providing an efficient reception service, receiving visitors and directing to the appropriate officer, operating a Visitors Book and issuing visitor passes.
2.6 Operating the reception telephone switchboard, taking messages or redirecting calls to appropriate officers. 
2.7 Dealing with telephone queries on behalf of community safety prevention staff in their absence.
2.8 Collating and distributing requests received for smoke detectors (SDs).  Recording and arranging action in accordance with current policy, when SDs fitted by SFRS are reported as being faulty. 
2.9 Maintaining the community safety prevention events diary, liaising between Brigade personnel and the public.
2.10 Operating a central photocopying, laminating, binding, booklet and collating facility for personnel in the Brigade.
2.11 Maintaining supplies of office stationery in line with Service policies and publicity materials received from the Department of Communities and Local Government.
2.12 Cover for other members of the administration team in providing full administration
support for other Brigade personnel when required.
3 Other Tasks 
3.1
To ensure that the Brigade policies on equality and diversity at work are implemented, monitored and adhered to at all times, in order to achieve a working environment that promotes equality and diversity.  Be sensitive to the feelings and needs of others.


3.2
To support the organisation in embedding the ‘core values’, strategic aims and corporate objectives.
3.3
To ensure all duties are carried out in accordance with the Authority’s ICT Security Policy.

3.4
To comply with the Health and Safety responsibilities set out in Appendix A to this job description. 

3.5
To assist in the implementation of the Authority’s Service Plan and in the achievement of the objectives for the Authority as a whole.

3.6
Ensuring information is securely maintained and treated confidentially in accordance with Service policy, the Data Protection Act and other Information Acts.

3.7
To make an effective contribution to the corporate aims of the Fire Authority.

3.8
Maintain proper administrative procedures and records in accordance with Service policy, orders and instructions including documenting and recording work activity.

3.9
Ensure that any defect of Service premises, accommodation, furnishings, vehicles fixtures and fittings are reported in accordance with specified procedures.

3.10
To become involved in and to respond effectively to the changing requirements of the Authority.

3.11
To carry out such other duties as may be directed, commensurate with the grading of the post. 
4 Analysis of Performance Requirements and Conditions  
4.1 Contacts

Regular contact will be made with colleagues in both business and community safety and with colleagues in other departments of the Fire Service. The post holder will also receive and deal with enquiries from the business community and members of the public.

4.2 Decisions and Recommendations Made
The post holder will be required to make decisions in accordance with established policy where judgements between limited alternatives are necessary.

4.3 
Supervision Received 
The post holder will work under supervision but does not rely on supervision for guidance except on particular issues.

4.4       Supervisory Responsibility
The post holder has no supervisory responsibilities.
5      Complexity 
The work generally involves the straightforward application of readily understood rules and procedures. The post holder gives information on and deals with well-established and routine administration matters.

6
Job Overview
6.1 
Knowledge and Skills
The post holder requires knowledge of administration procedures and practices.  Both literacy and numeracy skills are essential.  Keyboard skills are integral to the main duties and particularly high levels of both precision and speed are needed to complete tasks to the required standards and timescales.

6.2 
Demands
The work generally involves the straightforward application of readily understood rules and procedures.  The post holder gives information on, and deals with, well established and routine administration matters.  The post holder is expected, however, to deal with unexpected situations relating to the post, which may very occasionally arise.  Working to deadlines is a feature of the job, as is dealing with conflicting demands, i.e. more than one person requiring a service or assistance simultaneously.

7 
Conditions of Service
7.1
The Conditions of Service will be those specified by the National Joint Council for Local Government Services as amended from time to time.

7.2
The post is based at Fire and Rescue Service Headquarters, St. Michael’s Street, Shrewsbury.

7.3
The appointment is substantive and is full time for 37 hours weekly and is based on normal Office hours, currently 8.45 am to 5.00 pm Monday to Thursday (4.00 pm Fridays) with a 40 minute lunch break.  A flexible working hours scheme is in operation and participation in the scheme is at the discretion of the Chief Fire Officer.
7.4
This post carries eligibility to join the Local Government Superannuation Scheme.  Information about this and other pension options will be enclosed with any formal offer of appointment.

7.5
Annual holidays will be at the rate of 23 working days per annum with a further 5 days for those with five years service, plus an additional discretionary day as determined by the Authority from time to time.  Bank Holidays also apply.

7.6
The appointment is subject to one month's notice on either side.

7.7
The appointment is subject to the satisfactory completion of a six month probationary period for new entrants to Local Government service.
7.8
Shropshire Fire and Rescue Service operates a total ban on smoking at work.
9 Status of job description
9.1
March 2015
Safety Responsibilities



              
Appendix A

Individual Employees

· Each employee is responsible for their own acts or omissions and the effect that these may have upon the safety of themselves or any other person.

· Every employee must use safety equipment or personal protective equipment (PPE) in a proper manner and for the purpose intended.

· Any employee who intentionally or recklessly misuses anything supplied in the interests of health and safety will be subject to disciplinary procedures.

· Every employee must work in accordance with any health and safety instruction or training that has been given.

· No employee may undertake any task for which they have not been authorised and for which they are not adequately trained.

· Every employee is required to bring to the attention of their supervisor/manager any hazard or perceived shortcoming in our safety arrangements.

· Every employee must report any near miss, accident or dangerous occurrence that they witness or are involved in.

· All employees must co-operate with their employer to ensure legal requirements are met and the highest standards of safety management are maintained.

· Every employee must observe correct manual handling techniques when lifting carrying or moving a load.

· Every employee must follow the Brigade General Health and Safety Rules.
Person Specification
	
	Essential
	Desirable
	Method of Assessment

	Qualifications (or equivalent skills)
	OCR RSA Word Processing Stage II or equivalent

Minimum of 2 GCSE passes at A-C level including English Language or equivalent


	OCR RSA CLAIT Stage 1 


	Application form

	Experience
	2 years’ administration and/or reception duties experience
	Local Government or Fire Service

Experience of using office equipment, such as photocopier, 

facsimile machine and franking machine


	Application form
Interview

	Skills
	Developed skills in use of word processing, diary organiser and electronic mail software

Ability to prioritise and work to deadlines

Ability to communicate confidently, clearly and effectively with visitors to the Brigade and members of staff at all levels


	Microsoft Office

Skills in use of spreadsheets and desk top publishing software

Able to operate the telephone switchboard and direct calls, as appropriate


	Application
Interview

Work related tests

	Personal Qualities
	Ability to work as part of a team to provide cover,  and arrange and prioritise work

Personable and of smart appearance

Flexible approach to changing situations


	
	Application form
Interview

	Special Factors
	Flexible approach to work. Willing to work occasionally outside normal hours, if required.
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