WEST YORKSHIRE FIRE AUTHORITY

JOB DESCRIPTION


	POST TITLE:
	Training Manager 


	GRADE:
	Watch Manager B

	RESPONSIBLE TO:
	Control Station Manager


	RESPONSIBLE FOR:
	N/A


	PURPOSE OF POST:  
	To be responsible for the training (non-systems) and development of Control personnel.  To provide an operational guidance function for Control.       


MAIN DUTIES AND RESPONSIBILITIES
1 Lead, support and deliver training and development for Control personnel within  within West Yorkshire Fire and Rescue Service (WYFRS) under the direction of the Control Room Station Manager and to agreed quality standards,.
2 To evaluate training and training events systematically to capture and share feedback, ensuring continuous improvement of our products, and to foster a culture of continuous improvement
Prepare and evaluate annual training plans – including analysis of feedback

3 Collate training related information, highlight areas of concern and compile into reports to the Control Station Manager’s approval.
4 Attend training  related meetings across the organisation/region.
5 Create/maintain working relationships with  stakeholders to ensure excellent training and development is  maintained.
6 Work with the Training Support, Command Training and Workforce Development departments, plus other Fire and Rescue Services and external organisations,  to collaborate where appropriate.    Be an integral part of future training and operational development for Control. 
7 Responsible for the ongoing  training (non-systems) for all Control personnel.
8 Maintain operational role competence to enable Control Room management cover as and when needed.
9 Support the Control Station Manager in the management and administration of the department, as required.
10 To maintain an up to date knowledge of best practice in the field of training and education identifying new areas for development

11 To be competent in the use of display equipment and training   technologies and train others as required.   

12 Monitor the performance of Control personnel, in partnership with Watch Managers.  Monitor key performance indicators.  Create organisational communication through publications to update personnel on training related information and EMOCS.
13 Ensure all training activities and materials meet with relevant organisational and statutory policies, including health and safety, employment and equality laws
14 To Implement and promote the Authority’s:

a) Health and Safety policies

b) Equality and Diversity policies

c) Information Security Management System polices

d) Safeguarding policies
e) Business continuity policy and contingency arrangements

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

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

17 Undertake any other duties commensurate with the  post as directed by line management.

	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.



	 
	Experience
	Essential / Desirable
	Source

	1. 
	Excellent working knowledge of current Control Room applications.  
	Essential
	Application form and Selection Process 

	2. 
	Knowledge and experience of MS Office and MS Sharepoint applications.
	Essential
	Application form and Selection Process 

	3. 
	Good understanding of the National Vocational Qualification (NVQ) process.      
	Desirable
	Application form and Selection process

	4. 
	Understanding of National Occupational Standards (NOS) for Control.  
	 Desirable
	Application form and Selection Process

	5. 
	Evidence of networking skills and of making and developing relationships with  appropriate contacts through attendance at meetings and events
	Essential
	Application/

Selection Process

	6. 
	Has worked as an effective team member, having commitment and flexibility in working hours to meet objectives
	Essential
	Application/

Selection Process

	7. 
	Experience of developing, delivering and evaluating a range of learning interventions
	Essential
	Selection Process

	8. 
	Demonstrable experience of working in a professional training environment
	Essential
	Application/

Selection Process

	9. 
	Ability to act as an expert advisor in developing and delivering training interventions
	Essential
	Application/

Selection Process

	
	
	
	

	
	Education and Training
	Essential / Desirable
	Source

	10. 
	A recognised professional training qualification to a minimum of PTTLs or equivalent teaching qualification/commitment to obtain within role. 
	Essential
	Application

	11. 
	High level oral, written and non-verbal communication skills including making presentations, listening, influencing and writing accessible and interesting training materials
	Essential
	Application/

Selection Process

	12. 
	A recognised professional training qualification to level 3 or above or commitment to obtain within role
	Essential
	Application

	13. 
	Hold the IQA verifier qualification/commitment to obtain within role.
	Essential 
	Application

	14. 
	Qualified at competent substantive Crew Manager (Control) level
	Essential
	Application

	15. 
	
	
	

	16. 
	Qualified at competent substantive Watch Manager (Control)  level.
	Desirable
	Application

	
	
	
	

	
	
	
	

	
	
	
	

	
	Special Knowledge and Skills
	Essential/ Desirable
	Source

	17. 
	Ability to work individually, working to tight deadlines with minimal supervision.
	Essential
	Selection Process

	18. 
	Excellent organisational skills – including project planning and monitoring skills and knowledge of training administrative systems
	Essential
	Application/Selection Process

	19. 
	Ability to work flexibly in relation to the needs of the post and in regard to hours of work to meet the requirements of the position. 
	Essential
	Application form and Selection Process

	20. 
	Demonstrate an understanding of and ability to implement Health & Safety at work.
	Essential
	Selection Process

	21. 
	Demonstrate an understanding of the importance of equality and diversity to WYFRS as an employer and service provider.
	Essential
	Selection Process

	22. 
	Confident and resilient with an ability to work on own initiative and meet deadlines and conflicting priorities.
	Essential
	Selection Process

	23. 
	Possess a good level of verbal and written communication skills in English.
	Essential
	Selection Process

	24. 
	Ability to convey information in a clear and logical manner.
	Essential
	Application form and

Selection Process

	25. 
	Excellent literacy and numeracy skills, attention to detail and an ability to produce high quality documentation. 
	Essential
	Selection Process

	26. 
	Use IT  (Microsoft Office) effectively
	Essential
	Application

	27. 
	Knowledge of training and development methods and techniques, and of how to design effective programmes
	Essential
	Selection Process

	28. 
	Ability to identify target audience needs and design and deliver products to meet those needs
	Essential
	Selection Process

	29. 
	Monitor individual and team progress towards meeting targets 
	Essential
	Selection Process

	30. 
	Be self-motivated and prioritise work effectively, where necessary to set and achieve targets with minimal supervision
	Essential
	Selection Process


Created February 2018
Updated January 2021 – Post title changed from ‘Training and Operational Guidance Manager’
