WEST YORKSHIRE FIRE & RESCUE SERVICE

JOB DESCRIPTION

	POST TITLE:

	District Administrator


	GRADE:
	Grade 3

	RESPONSIBLE TO:
	District Commander


	RESPONSIBLE FOR:
	Co-ordination of the workload of District Station Clerks 


	PURPOSE OF POST: 
	Provide administrative services to the District Managers.


MAIN DUTIES AND RESPONSIBILITIES

1. To provide comprehensive administrative support for the District Management Team, and undertake diverse administrative duties to include:
a. Responding to written and email correspondence and telephone enquiries on behalf of the District Managers
b. Data collection, word processing, creation of spreadsheets and databases as required.

2. Prepare Performance Management system (PMS) records and collate information. Complete PMS reports to District Commander’s requirements.

3. Assist with the preparation of weekly, monthly, and quarterly returns as required.

4. Maintain District Managers’ diaries and co-ordinate appointments including making managers aware of diary commitments in good time. Maintain weekly display of personnel movements board in the office.
5. Minute taking, maintain meeting records and preparation of reports for District Management Team.
6. Administrative duties and note-taking for Disciplinary and Grievance Hearings

7. To organise and administer meetings, seminars and other events held at District locations.

8. Administer and assist with station performance recording and reporting. Organising and scheduling appointments for Station Assurance Visits (SAV), exercises and update the SAV dashboard where required.
9. Provide Project Administration for key department projects.

10. Receive and appropriately deal with requests from external agencies for Operational and Community related enquiries.

11. Manage and monitor the district office budget and petty cash on behalf of the District Commander.
12. Maintain budget monitoring and stores indents as required.

13. Maintain a filing recording system appropriate to the working pattern of the district.
14. Record, sort and distribute incoming and outgoing mail.

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

Co-ordination of Station Based Clerks

16. Co-ordinate and quality assure the administrative support provided for Station Commanders by the Station Clerk network within the district.

17. Organise and co-ordinate training and induction for Station Clerks, including provision of training where appropriate.

18. Organise the provision of cover, or provide cover if required, for Station Clerks during absences.

19. Manage the distribution of workload between Station Clerks within the district. 

Additional Responsibilities

20. Assist in the administration process for the recruitment of Station Clerk positions.

21. Assist Human Resources in the recruitment sifting process for Station Clerk positions.

22. Assist Human Resources Services in the interviewing of prospective Station Clerk positions.

Second area:

23. 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

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

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

26. Responsibility for ensuring any data produced in relation to the post is accurate and current.
27. Responsibility to ensure full compliance with the General Data Protection Regulation and Data Protection Act 2018 and to ensure data security is maintained.
28. Undertake any other duties commensurate with the grade of the post as directed by the District Commander.

PERSON SPECIFICATION/SHORTLISTING CRITERIA

In the supporting statement section of the application form give clear, concise examples of how you meet all of the Essential person specification criteria (i.e. items you must be able to do from day one to be able to do the job), identified as ‘Application’ in order to be shortlisted for this vacancy. If a large number of applications are received, only those who also meet the Desirable criteria, identified as ‘Application’, will be shortlisted, i.e. criteria you need to do the job, but which could be learnt during training.

Please list or number the person specification competency criteria against which you are providing evidence/examples in order to structure your supporting statement in a well organised way.

There may be some criteria that are identified through ‘Selection Process’ only. You will only be assessed on these criteria later 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 administration duties in an office environment.
	Essential
	Application & Selection Process

	2
	Experience of working with Word, Excel, and PowerPoint with the ability to interrogate databases and possession of excellent keyboard skills.
	Essential
	Selection Process

	3
	Experience of data capture to produce accurate statistical information.
	Essential
	Application & Selection Process

	4
	Experience of monitoring budgets
	Essential
	Application & Selection Process

	5
	Experience of note taking in meetings and hearings
	Desirable
	Application & Selection Process

	6
	Experience in working with geographically dispersed teams or with staff frequently working away from the office.
	Essential
	Selection Process


 

	 
	Education and Training
	Essential/ Desirable
	Where identified

	7
	GCSE Grade ‘C’ Maths and English or an equivalent level 2 numeracy and literacy qualification or able to demonstrate working at that level
	Essential
	Application & Selection Process

	8
	IT qualification at level 2 or equivalent or experience.
	Essential
	Application & Selection Process


 

	 
	Special Knowledge and Skills
	Essential/ Desirable
	Where identified

	9
	Ability to work with and co-ordinate a team in prioritising work and be able to work on own initiative to tight deadlines
	Essential
	Application & Selection Process


	10
	Ability to exercise initiative, tact, and discretion

	Essential
	Selection Process

	11
	Ability to work flexibly in relation to the needs of the post.

	Essential
	Application & Selection Process

	12
	Possess a good level of verbal and written communication skills in English.
	Essential
	Application & Selection Process

	13
	Ability to convey information in a clear and logical manner.
	Essential
	Selection Process

	14
	Ability to carry out selection / recruitment interviews in accordance with HR policy and procedures.
	Essential
	Selection Process

	15
	Demonstrate commitment to good data quality within all areas of work.
	Essential
	Selection Process

	16
	Demonstrate an understanding of the importance of equality and diversity to WYFRS as an employer and service provider.
	Essential
	Selection Process

	17
	Demonstrate an understanding of and ability to implement Health & Safety in the workplace.
	Essential
	Selection Process

	18
	To hold and maintain a current full valid driving licence.


	Desirable
	Application & Selection Process


