WEST YORKSHIRE FIRE AND RESCUE SERVICE
JOB DESCRIPTION


	POST TITLE:
	Station Clerk

	GRADE:
	2

	RESPONSIBLE TO:
	Assistant District Commander

	RESPONSIBLE FOR:
	None

	PURPOSE OF POST: 
	To provide administrative support to the District Command Team and station personnel. 


MAIN DUTIES AND RESPONSIBILITIES
1. To provide administrative support as directed by the ADC. 
2. Record, sort and distribute mail and emails.
3. Management of the electronic diaries including Community Room bookings.
4. Taking notes of meetings/hearings as and when required by District Command Team.
5. Produce and maintain forms and spreadsheets as requested.
6. Maintain station sharepoint system, make amendments as necessary and ensure all station records and notice boards are correct and up to date.
7. Ensure adequate supply of all office resources and station consumable stock and where required ordering replacements via Opex. Collating dispatch notes, confirming receipt of goods, updating relevant budget spreadsheets with appropriate information. Reporting on issues as they occur to the relevant department or ADC.  
8. Carry out office and reception duties , including answering the telephone.
9. Typing of letters, memoranda, forms etc, as required.
10. Participate in training activities as specified by the ADC, district teams and other support functions including e-learning.
11. Dealing with visitors to the station, e.g. general public, organised groups & contractors ensuring measures to follow procedures are in place.
12. The input of data onto databases as required e.g., requests / triaging for Safe and Well visits and other prevention tasks, with the responsibility for ensuring any data produced in relation to the post is accurate & current.
13. Supporting watches with community engagement by ensuring suitable resources are available. Sending letters, and also communicating with organisers via email and phone and sending email appointments to watches.

14. Manage and deliver an effective telephone triaging service through designated groups that supports the identification of potential risk to fire crew and community. Gathering and accurately recording as much information at the initial point of contact on the Prevention Database.
15. Arranging and booking school talks with local schools keeping a log of attendance, ensuring suitable resources and access to resources is available. Sending letters, and also communicating with schools via email and phone and sending email appointments to watches.

16. Ensure full compliance with the General Data Protection Regulation and Data Protection Act 2018, and to ensure data security is maintained

Second area:

17. To adhere to and promote the Authority’s:

a) Health and Safety policies

b) Diversity and Inclusion policies

c) Information Governance policies

d) Safeguarding policies

e) Business continuity policy and contingency arrangements

18. To demonstrate and uphold the service values and to promote the organisation in a positive manner.

19. Awareness of business continuity plans and strategy to ensure functions can be maintained when disruptive events occur.
20. Undertake any other duties commensurate with the grade of the post as directed by line management.

Person Specification/Shortlisting
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 
	Experience of typical office administration duties
	 Essential 
	App form & selection process

	1 
	Knowledge and ability to use word processing systems, excel spreadsheets and database systems
	 Essential 
	App form & selection process


 

	 
	Education and Training
	Essential/ Desirable
	Source

	
	Good level of literacy and numeracy, through qualification or experience
	Essential
	App form & selection process


 

	 
	Special Knowledge and Skills
	Essential/ Desirable
	Source

	4
	Ability to work effectively 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 commitment to and understanding of Equality & Diversity,and challenge inappropriate behaviours.
	 Essential
	Selection process

	7

	Communicate effectively both orally and in writing to a range of different audiences.


	 Essential
	Selection process

	8
	Ability to work on own initiative, prioritising workloads and meeting conflicting deadlines.
	Essential
	App form & selection process

	8
	Ability to show sensitivity and use discretion when necessary
	Essential
	App form & selection process

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

	10
	Commitment to providing a high quality standard of service within the Authority and to the community
	Essential
	Selection process
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