WEST YORKSHIRE FIRE & RESCUE SERVICE.
JOB DESCRIPTION.

	POST TITLE:
	Senior Registry Clerk.

	GRADE:
	Grade1.

	RESPONSIBLE TO:
	Corporate Services Assistant.

	RESPONSIBLE FOR:
	None, only day to day supervision of Registry/Reprographics Clerk.


	PURPOSE OF POST: 
	To provide a mail, registry and distribution service and provide assistance within the Corporate Services department.


MAIN DUTIES AND RESPONSIBILITIES.
1. Receipt and distribution of all mail within Fire Service Headquarters complex and to other sections/districts/stations within the service following Authority procedures.

2. Maintain credit level in franking machine ensuring adequate finance available and adequate supply of postage stamps.

3. Assist in the distribution and collection of mail within the Authority Headquarters complex as necessary.

4. Deal with confidential mail ensuring full compliance with data protection principles including opening mail for confidential transmission to other departments.

5. Prepare external mail ensuring the most cost effective methods of postage are selected and ensuring collection of mail is made available by specified times.
6. Manage distribution of large scale mail outs.
7. Assist and support staff to ensure effective circulation of mail throughout the Service ensuring security of data and information in line with data protection requirements.
8. Produce and maintain comprehensive records by use of Excel, Sharepoint and other software packages.
9. Monitor volumes of outgoing franked post by area and produce reports using data from the Quadient electronic system.
10. Deal with recorded delivery and tracked mail which may involve physically delivering and collecting from Post Office.

11. Utilisation of Simplymail software system dedicated to handling Recorded Delivery and Tracked mail.
12. Maintain equipment and stationery stocks for section including arranging repairs and ordering stock.
13. Responsible for the Lost Property Policy and act as repository for lost property found and deal with the disposal of such.

14. Maintain records of compliments received via Facebook and WYFRS website.

15. Manage the Registry mailbox and ensure queries raised are dealt with in a timely manner.

16. Provide administrative assistance to other areas of Corporate Services including inputting data, maintaining accuracy of databases.

17. Input and maintain accurate records of utility usage for all WYFRS sites manipulating data to ensure accuracy.
18. Provide access to confidential Archive Room as required ensuring confidentiality of archived records.

19. Print and distribute Quality of Service and Safe and Well questionnaires ensuring timely mail out.

20. Provide assistance and cover for other areas of work within the Corporate Services department including Switchboard/Reception, Reprographics.
21. Day to day supervision of Registry/Reprographics Clerk.

22. Participate in training activities as specified by Corporate Services Assistant.

23. Ensure all data produced in relation to the post is accurate and current.
24. Undertake any other duties commensurate with the grade of the post as directed by the Corporate Services Assistant.

Second Area:
2.  To implement and promote the Authority’s:
Health and Safety Policies
Equality and Diversity Policies
Data Quality Policy
Information Security Management System policies

Safeguarding policies

Business Continuity Policy and Contingency Arrangements

Compliments and Complaints Policy 

Environmental Sustainability Strategy

Protective Security Policy.

PERSON SPECIFICATION.
	 
	Experience.
	Essential/ Desirable.
	Source.

	1 
	Excellent administrative experience.
	Desirable.
	Application/

Interview

	2
	Experience and use of various IT systems and databases using Excel, Access, Word and if possible knowledge and experience of Sharepoint.

	Essential
	Application

	3
	Knowledge of registry and mail distribution systems.
	Desirable.
	Application/

Interview


 

	 
	Education and Training.
	Essential/ Desirable
	Source

	4
	Must demonstrate a good standard of education and be both numerate and literate. 
	Essential
	Application/

Interview



 

	 
	Special Knowledge and Skills.
	Essential/ Desirable
	Source

	5
	Ability to work with, and contribute to a team environment.
	Essential
	Application/

Interview

	6
	Ability to work flexibly in relation to the needs of the post.
	Essential
	Application/

Interview

	7
	Experience of data capture to produce accurate statistical information.
	Essential
	Application/
Interview

	8
	Excellent analytical and problem solving skills.
	Essential 
	Application/ 

Interview

	9
	Ability to exercise initiative, discretion and diplomacy with experience of dealing with sensitive and confidential information.
	Essential
	Application/

Interview

	10
	Commitment to providing excellent customer service both internally and externally.
	Essential
	Application/

Interview

	11
	Demonstrate commitment to and understanding of equality and diversity.
	Essential
	Interview

	12
	Demonstrate commitment to good data quality within all areas of work.
	Essential
	Interview

	13
	Ability to work on own initiative.
	Essential
	Application/

Interview

	14
	Good level of written and oral communication skills.
	Essential
	Application/

Interview

	15
	Current valid driving licence.
	Essential.
	Application/

Interview.
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