WEST YORKSHIRE FIRE & RESCUE SERVICE

JOB DESCRIPTION

	POST TITLE:                    Corporate Services Officer

	

	GRADE:                            Grade 6
	

	RESPONSIBLE TO:         Head of Corporate Services

	

	RESPONSIBLE FOR:       None

	

	PURPOSE OF POST:       To assist the Head of Corporate Services in maintaining effective governance policies, procedures, processes and controls to manage the Authority’s governance arrangements so as to support business needs and meet legal, risk management and operational requirements.
Carry out research and project work for the Corporate Services department across a wide ranging area of responsibility.
	


MAIN DUTIES AND RESPONSIBILITIES

1. Support the Head of Corporate Services in the development, implementation and maintenance of governance policies, procedures, processes, plans and controls to effectively manage the Authority’s governance arrangements.
2. Provide advice and guidance to officers, managers and Members on various Corporate Services areas of work.
3. Carry out detailed work for the variety of Corporate Services functions as required by the Head of Corporate Services including research and presentation of information in various formats.
4. Create and maintain electronic records to ensure effective corporate governance.

5. Carry out extensive research and prepare reports for senior officers and committee members on a variety of issues.
6. Collate and prepare complex data including graphical format for inclusion in management reports.

7. Create and manage information on the Corporate Services Firehub and external internet sites to ensure compliance with publication requirements using own creativity.
8. Establish and maintain productive working relationships with colleagues throughout the service and external to the Fire Authority.

9. Prepare presentations on behalf of the Corporate Services functions including data analysis and provision of complex information and provide training to other functions of the Authority.

10. Carry out detailed projects as required by the Head of Corporate Services including preparation of documentation and effective record keeping.
11. Devise training manuals and train and advise Information Asset Owners on the use of the Information Asset Register carrying out regular checks and audits of the information and discuss issues with the Information Asset Owners.
12. Development, design and implementation of the data breach system, in liaison with external providers, to ensure effective reporting of Information Data Breaches to ensure compliance with the Data Protection Act 2018 and GDPR, including developing and maintaining regular reports to facilitate management action to prevent data breach occurences.
13. Devise training manuals and guidance documents and support the roll-out of the Information Breach Reporting System including training staff in its use.

14. Create action plans for the various areas of work and monitor through to completion.

15. Regular checking of detailed data to ensure accuracy.
16. Assist in updating and maintaining the Data Security and Protection Toolkit to enable performance against the requirements to be reported to senior managers and Members.
17. Support the maintenance of the Authority’s publication scheme to ensure the Authority meets best practice and requirements of the regulator.
18. In conjunction with the Head of Corporate Services, manage the implementation of projects and initiatives in line with organisational objectives, ensuring expenditure is within approved budgets.
19. Assist with the preparation for audits to be carried out on Corporate Services systems and processes including the Service Assurance Process, via evidence gathering and action planning.

20. Create and disseminate organisational communications and briefings to maintain awareness of the various Corporate Services functions including Data Protection, Freedom of Information, Environmental Information requirements, Business Continuity, Risk Management, Customer Service.

21. Assist with business continuity and risk management responsibilities including preparing and monitoring action plans and devising and delivering training to staff.
22. Demonstrate commitment to good quality data within all areas of work.

23. Carry out other duties as requested by the Head of Corporate Services commensurate with the grading of the post.
Second area:

24. To Implement and promote the Authority’s:

a) Health and Safety Policies
b) Equality and Diversity Policies
c) Data Quality Policy

d) Information Security Management System Policies
e) Safeguarding Policies
f) Business Continuity Policy and Contingency Arrangements

g) Protective Security Policy
25. To demonstrate and uphold the service values and to promote the organisation in a positive manner.
26. Ensure full compliance with the General Data Protection Regulation and Data Protection Act 2018 and to ensure data security is maintained.
27. Ensure functions can be maintained when disruptive events occur through the implementation of arrangements specified in the Business Continuity Strategy/Policy.
28. Responsible for ensuring any data produced in relation to the post is accurate and current.
29. 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. 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
	Where Identified

	1 
	Demonstrable experience of working with, and advising on, policy matters.
	Essential
	Application & Selection Process

	2
	Ability to exercise a high level of initiative, tact, discretion and diplomacy, and experience of dealing with sensitive and confidential information.
	Essential
	Application & Selection Process

	3
	Extensive experience and use of Microsoft-Office and other ICT applications to an excellent level of proficiency.
	Essential
	 Application & Selection Process

	4
	Considerable experience in the production of detailed reports and/or statistics where accuracy is essential.
	Essential
	 Application & Selection Process

	5
	Considerable experience in establishing priorities and managing a heavy workload.
	Essential
	Application & Selection Process

	6
	Experience of managing multi projects successfully
	Essential
	Application & Selection Process

	7
	Demonstrable experience of working as part of a multi-functional team, having commitment and flexibility in personal working hours to meet objectives.
	Essential
	Application & Selection Process

	8
	Experience of working within the public sector.
	Desirable
	Application & Selection Process

	9
	Demonstrate experience of presenting ideas and information both written and orally.
	Essential
	Application & Selection Process

	10
	Experience of managing budgets within projects.
	Essential
	Application & Selection Process

	11
	Experience of effectively managing projects and maintaining records.
	Essential
	Application & Selection Process


 

	 
	Education and Training
	Essential/ Desirable
	Where Identified

	12
	Possession of a BTEC Higher National, NVQ Level 4 or equivalent.
	Essential
	Application & Selection Process

	13
	Level 3 Computer qualification ie RSA, BCS, ECDL or equivalent.
	Desirable
	Application



 

	 
	Special Knowledge and Skills
	Essential/ Desirable
	Where Identified

	14
	Be self-motivated and prioritise work with the ability to meet demanding deadlines and to prioritise work without direct supervision, making appropriate decisions.
	Essential
	Application & Selection Process

	15
	Ability to work effectively as a member of a multi-disciplinary team.
	Essential
	Application & Selection Process

	16
	Extensive ability to research and prepare reports and/or statistics on various issues where accuracy is essential.
	Essential
	Application & Selection Process

	17
	Ability to work under pressure for prolonged periods in order to meet deadlines and with conflicting demands and working on own initiative.
	Essential
	Application & Selection Process

	18
	Demonstrate commitment to ensuring good data quality in all aspects of work.
	Essential
	Application & Selection Process

	19
	Ability to analyse and interpret complex data and reach robust conclusions to produce solutions and strategies over the long term.
	Essential
	Application & Selection Process

	20
	Ability to create and provide presentations for various audiences using own creativity including data analysis and provision of relative information using own initiative.
	Essential
	Application & Selection Process

	21
	Excellent written and oral communication and interpersonal skills and an ability to work effectively with a wide range of people and organisations.
	Essential
	Application & Selection Process

	22
	Use of Microsoft packages including Word and Excel with the ability to use IT (Microsoft Office) effectively in the collation, analysis and presentation of information.
	Essential
	Application & Selection Process

	23
	High level of analytical and problem solving skills.
	Essential
	Application & Selection Process

	24
	Good working knowledge of legislation and regulations associated with the duties of the post.
	Desirable
	Application & Selection Process

	25
	Extensive ability to plan and manage projects effectively over the long term.
	Essential
	Application & Selection Process

	26
	Ability to work flexibly as conditions require.
	Essential
	Application & Selection Process

	27
	Ability to deal with highly confidential information.
	Essential
	Application & Selection Process

	28
	Ability to undertake training in related disciplines.
	Essential
	Application & Selection Process

	29
	Knowledge of records management, data retention and disposal procedures.
	Essential
	Application & Selection Process

	30
	Understanding of public sector issues and sensitivities and experience of working successfully within a political context and governance framework.
	Essential
	Application & Selection Process

	31
	Understanding of the public sector transparency agenda.
	Essential
	Application & Selection Process

	32
	Demonstrate ability to act in an advisory role using effective written and verbal communication skills.
	Essential
	Application & Selection Process

	33
	Ability to design and produce clear web content using own creativity.
	Essential 
	Application & Selection Process

	34
	Considerable ability to organise work and records in an efficient and effective manner.
	Essential
	Application & Selection Process

	35
	Demonstrate an understanding of the importance of equality and diversity to WYFRS as an employer and service provider.
	Essential
	Application & Selection Process

	36
	Hold and maintain a current full valid driving licence.
	Desirable
	Application & Selection Process
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