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Fire and Rescue Service

Shropsh





	Job Description



	Post


	Equality, Diversity and Inclusion Officer
	Post No
	HHUMRS021

	Line Manager


	Human Resources Contract Manager
	Location
	Headquarters, Shrewsbury

	Directorate


	HR and Development
	Section
	Human Resources

	
	
	Current Salary
	Grade 7 

	Hours


	37 per week
	Status of Post
	Temporary to cover maternity & long term sickness



1
Job Purpose
1.1 Based in the Human Resources Team the post holder is expected to work collaboratively across the organisation to develop, implement, promote and raise awareness of, the Service’s equality and diversity policies, practices and procedures to promote equality and diversity both within the organisation and across the services we provide.
1.2 The post holder will also be responsible for providing comprehensive advice, guidance and support to managers and staff at all levels with regards to best practice and current legislation in all aspects of diversity and equality of opportunity.

1.3 To contribute to the development and integration of effective Equality and Diversity services in support of the HR and E&D strategies.
2 Major Tasks
2.1 To manage the Service’s strategic plans contained in the Single Equality Scheme and Fire Service Equality Framework.

2.2 To ensure legal compliance for the Service with regard to current legislation, currently the Equality Act 2010, the Public Sector Equality Duty and any other future amendments.
2.3 To audit, evaluate and report on the Service’s current range of policies, procedures and activities in the context of equality and diversity at work and to report on their effectiveness.

2.4 To manage the disability case work and relevant administration.
2.5 To manage the Authorities Equality Impact Assessment process ensuring that this complies with our legislative requirements, audit these where necessary and provide advice and guidance if required.

2.6 To research, develop, produce, implement and promote policies relating to equality and diversity at work and in service provision in accordance with relevant legislation.
2.7 To be responsible for the Service’s equality of opportunity monitoring and benchmarking and produce timely and accurate statistics as required, and reports and deliver to members and officers as required.

2.8 To interpret and manage relevant performance statistics and identify and recommend issues to be addressed.

2.9 To develop and maintain partnerships and links with external organisations/agencies (including CFOA) to promote diversity and equality, acting as the representative of SFRS, and report back as appropriate.

2.10 To propose, organise and attend events on behalf of the Authority to promote positive action, such as Taster Sessions. To build up relationships with relevant groups and agencies in order to promote these activities.

2.11 To be the point of contact for all commissions, agencies, voluntary and community groups and other interested on policy and equality issues.

2.12 Respond to consultation documents; both legislative and from other bodies.

2.13 To offer support and guidance to employees regarding equality and diversity issues.

2.14 To maintain professional development to keep up to date with relevant case law and changes in legislation to ensure policies, procedures and practices adhere to relevant legislation and codes of practice.

2.15 To provide advice and guidance to the Human Resources Team in areas including recruitment, selection, training and retention, particularly with regard to ensuring effective ‘positive action’ in respect of under represented groups.
2.16 Support change management processes via effective communication and guidance to managers and employees.
3 Other Tasks 
3.1 To carry out such other duties as may be directed, commensurate with the grading of the post.
3.2 To comply with the Health and Safety responsibilities as attached to this job description.

3.3 To comply with the Service and Fire Authority policies on equality and diversity and being sensitive to the needs and feelings of others.

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

3.5 To ensure all duties are carried out in accordance with the Authority’s IT Security Policy.

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

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

4 Job Overview
4.1
Knowledge and Skills

The post holder requires a detailed understanding of the relevant legislation related to their area of work in order to perform the job and also a detailed understanding of the underlying principles of the specialist area within which this job operates.

4.2 Demands

Working to deadlines is a feature of the post but these are foreseeable and only occur occasionally.

4.3
Responsibilities

The post holder will report directly to the Human Resources Contract Manager for guidance and clarification of policy. The post holder will plan their own work programme within the overall workload of the team and with regard to organisational need.

The post holder’s duties require the ability to work on their own initiative with minimal supervision.
4.4
Complexity

The post requires a wide range of sound and understandable advice to be given to managers whether at a junior or senior level. Knowledge of equality issues is necessary, together with the ability to apply best practice.


The post holder will need to develop knowledge of Local Government and Fire Service conditions of service.


The nature of the post requires the ability to communicate effectively with managers on equality matters. The duties of the post are varied and require a flexible approach to adept changing situations.

The post requires a degree of understanding of computerised information systems for the extrapolation and interpretation of managerial and statistical information for use by the Fire Authority, Audit Commission, Home Office and other external agencies.
8 
Conditions of Service
8.1
The Conditions of Service will be those specified by the National Joint Council for Local Government Services as amended from time to time.

8.2
The appointment is temporary 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.
8.3
This post carries eligibility to join the Local Government Superannuation Scheme subject to medical clearance.  Information about this and other pension options will be enclosed with any formal offer of appointment.

8.4
Annual holidays will be at the rate of 23 working days per annum pro rata with a further 5 days for those with five years service, plus additional discretionary days as determined by the Authority from time to time.  Bank Holidays also apply.

8.5
The appointment is subject to one month's notice on either side.

8.6
The appointment is subject to the satisfactory completion of a 3 month review
8.7 Shropshire Fire and Rescue Service operates a total ban on smoking at work.
9 Status of job description
9.1
Updated July 2017
HEALTH & SAFETY RESPONSIBILITIES
EQUALITY AND DIVERSITY OFFICER

Reporting to Human Resources Manager and is responsible for,
· Implement the Brigade health and safety policy within your area of responsibility.

· Bring the health and safety policy to the attention of all staff under your control.

· Ensure all new entrants under your control are properly inducted into the Brigade, which must include an awareness of all precautions and procedures applicable to the job, and the emergency procedures.

· Ensure compliance with all safety precautions that apply to your area of control, including regulation of contractors.

· Develop and implement safe systems of work for tasks specific to your area of control, including (but not limited to):

· Display Screen Equipment
· lone working
· manual handling activities

· Ensure compliance with all legal requirements for the areas under your control including (but not limited to):

· safety training for staff

· Ensure that any responsibilities delegated to subordinate staff are clearly identified.

· Ensure that access to brigade premises under your control by visitors is limited to safe areas.

· Ensure risk assessments for equipment, tasks, premises and manual handling activities are conducted, regularly reviewed and compliance with any further control measures identified.

· Conduct regular safety meetings with your staff to ensure safety remains high profile.

· Foster and maintain a positive safety culture.

· Monitor work activities to confirm compliance with Brigade safety standards and training inputs.

· Report accidents, near misses and dangerous occurrences to your staff or other persons on premises that you control.
· Report to your line manager any shortcomings in the Brigade’s safety management system that you cannot solve yourself.
Person Specification
	
	Essential
	Desirable
	Method of Assessment

	Qualifications (or equivalent skills)
	Graduate Membership of the CIPD, or an NVQ Level 4 or equivalent qualification in a relevant area, or relevant experience.
Proven experience in a generalist personnel role with demonstrable involvement in the area of diversity and equality of opportunity and policy development.

A sound working knowledge of current and emerging legislation regarding equality and diversity issues and its practical application to policy issues.

Experience of promoting equality and diversity issues
	Experience of delivering training/awareness sessions.
NVQ qualification to level 3 or equivalent in training delivery.

Local Government of Fire Service experience.

Experience of working in partnership with outside agencies.

Experience of working within a unionised environment.
	Application form
Interview

	Skills, Knowledge and Attributes
	Demonstrable knowledge of equality and diversity issues.

Excellent verbal and written communication and influencing skills at all levels.

Computer literate (Microsoft Office)

Ability to work under own initiative, prioritising and managing own workload.

Numerate and accurate with the ability to interpret and present statistical information
	
	Interview 

Job related tests


	Personal Qualities
	Commitment to achievement of diversity and equality of opportunity.

Confident communicator, willing to challenge established practice.

Ability to work under pressure.

Team player.

Conscientious, committed and self motivated.
	
	Application form

Interview

	Special Factors
	Willing to work outside normal office hours if required.
	Ability to travel efficiently across a wide geographical area.
	Application form
Interview
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