WEST YORKSHIRE FIRE AND RESCUE SERVICE
JOB DESCRIPTION


	POST TITLE:
	Station Clerk/Administrator

	GRADE:
	2

	RESPONSIBLE TO:
	Station Commander

	RESPONSIBLE FOR:
	None

	PURPOSE OF POST: 
	To provide clerical and typing support to the Station Commander and the Local Area Risk Reduction Teams as directed by the District Administrator


.

MAIN DUTIES AND RESPONSIBILITIES
1. To provide administrative support as directed by the Station Commander to the Local Area Risk Reduction Teams possibly across more than one station area
2. Record, sort and distribute mail
3. Booking and coordination of the station diary especially in logging of the community Room bookings

4. Taking of notes of meetings as and when required

5. Complete standard forms and spreadsheets as requested
6. Maintain station filing system, make amendments as necessary and ensure all station records and notice boards are correct and up to date
7. Extract from the diary any matters requiring attention and notify personnel concerned

8. Ensure adequate supply of all stationery

9. Routine office duties and reception, including answering the telephone

10. Typing of letters memoranda, forms etc, as required

11. Participate in training activities as specified by the Station Commander
12. Dealing with visitors to the station, e.g. general public

13. The input of data onto databases as required e.g. requests for Home Fire Safety checks with the responsibility for ensuring any data produced in relation to the post is accurate and current

14. To provide guidance to operational personnel on the process of data management

Second area:

15. To Implement and promote the Authority’s:

a) Health and Safety policies

b) Equality and Diversity policies

c) Information Security Management System policies

d) Safeguarding policies

e) Business continuity policy and contingency arrangements
16. To demonstrate and uphold the service values and to promote the organisation in a positive manner.

17. Ensure functions can be maintained when disruptive events occur through the implementation of arrangements specified in the business continuity strategy/policy.

18. Responsibility for ensuring any data produced in relation to the post is accurate and current 

19. Undertake any other duties commensurate with the grade of the post as directed by line management.

PERSON SPECIFICATION/SHORTLISTING CRITERIA

In order to be shortlisted for the post you will need to demonstrate your ability to meet the requirements of the role by giving clear, concise examples of how you meet each of the following person specification criteria on your application form. Please list or number the competency criteria against which you are providing evidence/examples.

You will only be shortlisted from the details in the application form if you meet all Essential criteria, i.e. items you must be able to do from day one to be able to perform the role. If a large number of applications are received, only those who also meet the Desirable criteria will be shortlisted, i.e. criteria you need to undertake the role, but which could be learnt during training.

There may be some criteria that are identified through ‘Selection Process’ only. You will only be assessed on these criteria during the selection process and not from your application form, this may involve tests, presentations, interview etc.

	 
	Experience
	Essential/ Desirable
	Source

	1 
	Proficient typist
	 Essential 
	App form & selection process

	2
	Knowledge of word processing systems, excel spreadsheets and database systems
	 Essential
	App form & selection process


 

	 
	Education and Training
	Essential/ Desirable
	Source

	3
	Must demonstrate a good standard of education and be both literate and numerate
	 Essential
	App form & selection process


 

	 
	Special Knowledge and Skills
	Essential/ Desirable
	Source

	4
	Ability to work as part of a team
	 Essential
	App form & selection process

	5
	Ability to work flexibly in relation to the needs of the post
	 Essential
	App form & selection process

	6
	Demonstrate an understanding of the importance of equality and diversity to West Yorkshire Fire and Rescue Service as an employer and service provider
	 Essential
	Selection process

	7

	Good level of oral and written communication skills
	 Essential
	Selection process

	8
	Ability to work on own initiative and show sensitivity and diplomacy when necessary
	Essential
	App form & selection process

	9 
	Demonstrate commitment to good data quality within all areas of work
	Essential
	Selection process
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