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Fire and Rescue Service

Shropsh





	Job Description



	Post 

	Executive Support Team Supervisor
	Post No
	

	Line Manager


	HHRA
	Location
	Headquarters, Shrewsbury

	Directorate


	Corporate Services

	Section
	Executive Support

	Scale


	Grade 6
	Current Salary
	£20,661-£23,398

	Hours


	37 per week
	Status of Post
	Permanent


1
Job Purpose

The postholder leads and supervises the Executive Support Team, providing secretarial and administrative support to members of the Service Management Team (SMT), and to provide full clerical and administrative support to the Assistant Chief Fire Officer, The Head of HR & Admin, The Fire Authority, its Committees and Members, as required 

2
Main Responsibilities
2.1
The Fire Authority
· To service the Standards and Human Resources Committee and other Committees, as necessary, in accordance with legislative requirements

· To assist in the preparation and organisation of work associated with servicing the Fire Authority and its other Committees in accordance with legislative requirements

· To assist in providing support and advice on procedural matters to Members of the Authority and officers
· To manage both the corporate and insurance administration for the Service
2.2
Service Management Team

· To provide administrative and clerical support SMT members, predominantly for the Assistant Chief Fire Officers but also the Chief Fire Officer and Deputy Chief Fire Officer, as necessary

· To provide administrative support for disciplinary / grievance matters

· To administer the monitoring process for annual inspection of driving licences and completion of driver declarations

· To administer the processes for Brigade Orders and Brigade Forms linked to Brigade Orders

· To liaise with other Brigades and external bodies

· To service meetings of the Brigade’s SMT, as necessary in the absence of the lead Executive Support Officer

2.3

General

· To Supervise the Executive Support Team in the delivery of secretarial, administrative and general support functions for the executive officers and oversee the work of the executive support officers in accordance with Service policies and procedures.
· To administer, together with the Assistant Chief Fire Officer, the Brigade’s complaints procedure in the absence of the lead Executive Support Officer
· To assist with word processing enquiries and general administrative tasks

· To provide cover on Reception, if other members of the team are absent

· To provide administrative support relating to, and act as a point of contact for, the HMG Security Framework
· Preparing agendas for circulation and arrange for the production of minutes
· Dealing with internal / external post

· Assisting with the formulation and implementation of policies
3
Job Activities
3.1
The post holder will service the Fire Authority’s Human Resources Committee, including but not limited to:

· Preparing notices of meetings, agendas and reports, including dealing with exempt and confidential information

· Dispatching committee papers

· Briefing the Chair, attending and minuting meetings, preparing actions and decisions lists and correspondence in accordance with the Local Government Acts and other legislative requirements and any other related documents

· Servicing appeals hearings of the Human Resources Committee, including all of the responsibilities listed in the three bullet points above (where relevant)

· Advising Members and officers on procedural matters, the Fire Authority’s Standing Orders for the Regulation of Proceedings and Business, the members’ Code of Conduct, protocols and procedures, including presiding over election of Chair, when necessary
· Ensuring that any actions required following meetings are carried out
3.2
The post holder will assist in the preparation and organisation of work associated with servicing the Fire Authority and its other Committees, including but not limited to:

· Carrying out all of the duties referred to in 3.1 above in relation to Fire Authority and other Committee meetings, as necessary 

3.3
In the absence of the lead Executive Support Officer the post holder will carry out a number of other key activities in providing support to the Authority, including but not limited to:

· Providing a point of contact and advice for Members

· Supporting the Chair, including diary management

· Assisting with general administrative work in connection with the Authority, including maintaining the Register of Members’ Interests, recording attendance at meetings, declarations of interest, gifts and hospitality and ensuring that rooms, equipment and refreshments for meetings are booked

· Assisting in co-ordination of the Members’ information in respect of the Authority Handbook, induction material and newsletters and undertaking any research required

3.4
In the absence of the lead Executive Support Officer the post holder will assist with Member related budgets and associated tasks, including but not limited to:  

· Checking and processing Members’ monthly claims for travel and subsistence

· Assisting in administering and monitoring the Scheme for Payment of Members’ Allowances, including notifying payroll of any changes, checking payments made, and preparing and arranging the annual publication of Members’ allowances in the press in accordance with statutory requirements

3.5
The post holder will provide administrative and clerical support for SMT members, including but not limited to:

· Dealing with incoming telephone calls and mail and taking action as appropriate.  Preparing confidential and other correspondence, formatting reports, designing forms and preparing various documents, ensuring that they follow the corporate style

· Preparing and organising agendas for internal and external meetings, briefing the Chair of those meetings, attending meetings, and preparing minutes, action lists, and any related correspondence, and specifically servicing People, Response, Service Quality, Competence,


HR Managers’ Forum and Resources Management meetings

· Maintaining a brought forward system for officers to ensure that issues are dealt with in a timely manner and within any deadlines set

· Preparing and managing computerised diaries, arranging meetings, catering, travel and accommodation

· Receiving visitors, organising refreshments and any necessary equipment for meetings arranged on behalf of SMT members

· Co-ordinating requests for information for regional and national meetings on behalf of SMT members

· Undertaking confidential and other filing

3.6
The post holder will administer the processes for Brigade Orders and Brigade Forms, including but not limited to:

· The preparation, distribution and review of Brigade Orders, chasing responses / action where necessary, maintaining a record of the status of all Orders and ensuring the availability of approved Orders on the Brigade intranet

· The preparation / amendment of Brigade Forms linked to Brigade Orders 

3.7
The post holder will assist with word processing by
· Providing help in word-processing and email enquiries for employees, as necessary

· Answering queries on preparation of documents using word-processing, spreadsheet and desktop publishing packages

3.8
The post holder will have the following additional responsibilities:

· Managing bookings for equipment, ensuring equipment is returned after meetings

· Assisting with the co-ordination and preparation of Brigade events, e.g. Festival of Carols, Fire Station Open Days and Members’ events

· Carrying out all duties in accordance with the Authority’s IT Security Policy

· Complying with the health and safety duties and responsibilities, set out in Appendix A to this job description

· Ensure that 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.
· To support the organisation in embedding the ‘core values’, strategic aims and corporate objectives.
· To assist in the implementation of the Authority’s Service Plan and in the achievement of the objectives for the Authority as a whole.
· Ensuring information is securely maintained and treated confidentially in accordance with Service policy, the Data Protection Act and other Information Acts.
· The post holder will be expected to become involved in and to respond effectively to the changing requirements of the Authority and West Midlands Regional Management Board.
· To make an effective contribution to the corporate aims of the Fire Authority.
· Maintain proper administrative procedures and records in accordance with Service policy, orders and instructions including documenting and recording work activity.
· Ensure that any defect of Service premises, accommodation, furnishings, vehicles fixtures and fittings are reported in accordance with specified procedures.
· To become involved in and to respond effectively to the changing requirements of the Authority.
· 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

In Own Department
Contact on a daily basis with colleagues throughout the Fire Service
Outside the Authority

The post holder will also receive and deal with enquiries from outside bodies.

4.2 
Decisions and Recommendations Made

The post holder will be responsible for the executive support team and will make decisions of a routine and none-routine nature affecting staff.  Decisions will occasionally lead to minor changes of procedure affecting others.

The post holder will refer to the Head of HR & Admin and other senior managers where appropriate, where non-routine decisions are required that lead to important changes in procedures.
4.3 
Supervision Received 

The post holder will work under some supervision but does not rely on supervision


for guidance except on particular problems.
4.4
Supervisory Responsibility

The postholder is required to supervise the Executive Support Team. 
4.5
Complexity 
The duties of the post are varied and require a flexible approach, the ability to adapt to changing situations and any urgent demands in a competent manner using initiative, whilst not being closely supervised. The post holder will be required to provide advice and guidance to administrative support staff as necessary.

The nature of the post requires the ability to be professional and responsive and to be able to communicate effectively with members of the team, including appointed managers, and with members of the public.

5 
Conditions of Service
5.1
The Conditions of Service will be those specified by the National Joint Council for Local Government Services as amended from time to time.

5.2
The post is based at Fire and Rescue Service Headquarters, St. Michael’s Street, Shrewsbury.

5.3
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 hour’s scheme is in operation and participation in the scheme is at the discretion of the Chief Fire Officer.

5.4
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.

5.5
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 additional discretionary days as determined by the Authority from time to time.  Bank Holidays also apply.

5.6
The appointment is subject to one month's notice on either side.

5.7
The appointment is subject to the satisfactory completion of a six month probationary period for new entrants to Local Government service.

5.8
Shropshire Fire and Rescue Service operates a total ban on smoking at work.

5.9
Additional information on conditions of service is available in the employee handbook.

6
Status of job description

6.1
November 2017
Safety Responsibilities



              
Appendix A

Executive Support Team Supervisor 

Reporting Head of HR and Administration and is responsible for,

· Implementing the Service 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 Service, 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.

· Ensure that no person is permitted to operate equipment unless they are competent to do so.

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

· Display screen equipment

· 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 Service 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 Service safety standards and training inputs.

· Report accidents, near misses and dangerous occurrences that occur to your staff or other persons on premises that you control.

· Report to your line manager any shortcomings in the Service’s safety management system that you cannot solve yourself.

	
	Essential

	Desirable

	Qualifications (or equivalent skills)
	Minimum of 4 GCSE passes at A-C level including English Language and Maths or equivalent

A level of educational qualifications compatible with the need to write routine letters and reports is required

OCR RSA Text/Word Processing Stage III or equivalent
	OCR CLAIT Stage I or equivalent

Diploma in Administration & Secretarial Procedures or equivalent



	Experience
	Working in an office environment  

Dealing with members of the public

Organising meetings and taking minutes

Producing reports using ITC resources such as Microsoft Office and/or other MIS systems


	Administration and or secretarial experience at a senior level

Involvement in supervision of staff

Organising and co-ordinating diaries using computer software

Using the Internet

	Skills
	Able to supervise a small team, and to develop self and others

Developed skills in use of word processing and diary organiser software

Able to prioritise and work to deadlines

Able to communicate clearly and effectively, both orally and in writing
	Skills in use of spreadsheets and desk top publishing software


Person Specification
	Personal Qualities
	Must demonstrate the ability to be an effective team member 

Must demonstrate a committed approach and effective interpersonal skills

Must demonstrate a flexible approach to work  and changing situations

Able to motivate and develop staff to improve team performance

Able to deal with urgent situations in a competent manner

Able to maintain confidentiality

Able to travel to Telford Training and Development Centre, if required
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