ROYAL BERKSHIRE FIRE AND RESCUE SERVICE

OFFICE ADMINISTRATOR – (FIRE SAFETY)

20 hours per week, Monday to Friday

£15,444 to £17,802 pa (pro rata)
Based at the Fire Safety Office within the Newbury Fire Station, you will be responsible for providing administrative support e.g. reception services, typing letters/data entry, filing and photocopying etc. for the Fire Safety Office. 
The successful candidate will have an aptitude for accuracy and detail.  You should be adaptable and have a flexible approach to work. You will be organised and possess effective communication and computer skills. Previous administrative experience is an advantage.
You will be required to provide reciprocal holiday cover for the Reading Fire Safety Office and may occasionally be required to provide support for other offices and departments within the Service's Area.  An appropriate travel payment will be made as required.

For further details please contact Station Manager Dave Sharp on 0118 932 2345.  Application forms and further details are obtainable from the Human Resources Department, Fire & Rescue Service Headquarters, 103 Dee Road Tilehurst, Reading, Berkshire. RG30 4FS by emailing recruitment@rbfrs.co.uk or by telephoning 0118 932 2150.   This post is open to the Service Job Share Scheme.

The closing date for all applications is 12th March 2010
Royal Berkshire Fire & Rescue Service is committed to equality of opportunity, and is actively seeking a more diverse workforce.  If you are disabled and meet the essential criteria of the role, you will be guaranteed an interview.
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