WEST YORKSHIRE FIRE & RESCUE SERVICE

JOB DESCRIPTION

POST TITLE:


Telephonist/Receptionist
GRADE:


Grade 1
RESPONSIBLE TO:

Corporate Services Assistant

RESPONSIBLE FOR:
None

PURPOSE OF POST:
Provide a telephonist/receptionist and administrative service to West Yorkshire Fire & Rescue Service (WYFRS)

MAIN DUTIES AND RESPONSIBILITIES

1. Be the first point of contact for all visitors and callers to Fire Service Headquarters ensuring a professional and customer centric service.

2. Receive incoming telephone calls and transfer to the appropriate extensions. 

3. Maintain an up-to-date directory of all telephone extension numbers and inform all users of any alterations to the directory.

4. Assist personnel to find telephone numbers.

5. Take messages from callers as required and pass the details to the relevant member of staff promptly and efficiently.
6. Maintain the scheduler for all Conference and Meeting Rooms bookings at Fire Service Headquarters, prepare a weekly list of bookings using the computer and ensure the Entrance Foyer board and screen is up-to-date with the daily meetings.

7. Effective ICT skills including the use of Microsoft 365, Word, Excel, PowerPoint, Outlook etc.
8. Monitor electronic visitor register ensuring all visitors are recorded to allow authorised access to premises.
9. Receive visitors to WYFRS premises, maintain visitor records, issue “visitor” badges and contact the relevant department to inform that a visitor is waiting to be collected.

10. Carry out administrative and word processing duties, on a daily basis.
11. Ensure compliance with the Lost Property Policy, handling items found, registering these, and establishing ownership.
12. Monitor and permit access / egress by visitors to the site through the security barrier ensuring only those with authorisation enter the site.
13. Provide cover and assistance for other areas of the Corporate Services department including Registry, Reprographics.

Second area:

1. 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
2. To demonstrate and uphold the service values and to promote the organisation in a positive manner.
3. Ensure functions can be maintained when disruptive events occur through the implementation of arrangements specified in the business continuity strategy/policy.
4. Responsibility for ensuring any data produced in relation to the post is accurate and current. 
5. Responsibility to ensure full compliance with the General Data Protection Regulation and Data Protection Act 2018 and to ensure data security is maintained.

6. Undertake any other duties commensurate with the grade of 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.

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 
	Experience in the use of switchboard
	Desirable
	Application & Selection Process

	2
	Experience in typing/word processing
	Essential
	Application

	3
	Knowledge of word processing systems and keyboard skills 
	Essential
	Application & Selection Process

	4
	Administration experience in an office environment
	Essential
	Application & Selection Process


	 
	Education and Training
	Essential/ Desirable
	Where Identified

	5
	Must demonstrate a good standard of education and be both literate and numerate
	Essential
	Application



 
	 
	Special Knowledge and Skills
	Essential/ Desirable
	Where Identified

	6
	Excellent interpersonal skills to manage relationships with colleagues, visitors and members of the public
	Essential
	Application & Selection Process

	7
	Ability to work as part of a team
	Essential

	Application & Selection Process

	8
	Ability to work flexibly in relation to the needs of the post
	Essential
	Application & Selection Process

	9
	Demonstrate commitment to and understanding of Diversity and Inclusion
	Essential
	Application & Selection Process

	10
	Ability to work on own initiative without immediate supervision
	Essential
	Application & Selection Process

	11
	Good level of written and verbal communication skills
	Essential
	Application & Selection Process

	12
	Good organisational skills with the ability to multi-task
	Essential
	Application & Selection Process

	13
	Excellent customer service skills to deliver an efficient and effective customer focused service
	Essential
	Application & Selection Process
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