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JOB PROFILE TEMPLATE (gREEN bOOK)
	Job Title:
	Fire Safety (Protection) Office Administrator 

	Post Reference
	
	Permanent/
Temporary
	Permanent

	Grade/Role:
	Grade 2

	Hours:
	20hrs Monday – Friday

	Reports to:
	Office Manager Newbury (Station Manager)

	Directorate/
department:
	Service Delivery Directorate

	Location:
	Newbury

	Profile prepared by:
	Station Manager David Sharp

	Approved by:
	[NORMALLY AREA MANAGER/DEPARTMENT HEAD]

	Profile Effective from:
	Feb 10
	Last reviewed:
	Feb 10

	Postholder name
	
	Signature
	

	Main Purpose of the Job:

To assist with the routine administrative duties performed at the Newbury Fire Safety (Protection) Office.  To assist with urgent administrative support for other Fire Safety (Protection) Offices when required.
The description of this job cannot be definitive.  There will be times when other duties require the Post Holder to perform functions commensurate with the post.





	Organisational Structure
See Attached



	Dimensions
Responsible for liaison with other Directorates and external enquirers, including other enforcing authorities, other Fire & Rescue Services, Berkshire Unitary Authorities, solicitors, landlords, employers, tenants and the general public, as required by Service Delivery Directorate managers.







	Context

[DETAILS NOT COVERED ELSEWHERE]


	Main Duties and Responsibilities:
The Office Administrator will have the following responsibilities:-

· Provide reception services for the Fire Safety (Protection) Office (FSPO), including receiving mail, telephone calls/messages, Emails and personal visits from the general public as directed by the Office Manager (OM). 

· Respond to the incoming work as directed/authorised by the OM, exercising judgement and initiative in dealing with all enquiries.

· Distribute the incoming work to Fire Safety Inspecting Officers (FSIOs) in accordance with guidelines from the OM for high priority inspections, such as complaints, post-fire inspections and consultations with other enforcing authorities.

· Prepare outgoing post and liaise with BHQ Post Room.
· Develop, provide and maintain a full range of administrative systems and functions to ensure the efficient operation of the FSPO as directed by the OM.

· Maintain the Integrated Building Information System (IBIS) databases, including the creation of new premises’ files, which may require research on the Internet or in local directories.

· Input data collated by Inspecting Officers into IBIS.

· Liaise with the Information Technology Development Officer in the Support Services Directorate to assist with the development and maintenance of the databases.

· Record all incoming work on IBIS, including identifying the appropriate file reference and updating the records as work progresses.

· Maintain/update and secure the physical filing, bring forward and archiving systems.

· Maintain the local FSPO library.

· Maintain the local office information folders, including the circulation of H&S Bulletins, and file documents as necessary.

· Organise restock and secure consumable and stationery supplies for the FSPO.
· Order photocopier/printer consumables and arrange servicing/repairs as directed by the OM.

· Monitor FSIOs’ electronic diaries and make provisional appointments as required also cancel FSIOs’ appointments when required due to absences, ensuring other attendees are contacted. 

· Provide limited Office Administrative services to the other FSPOs, including possible attendance at the Reading FSPO, when required due to Office Administrator absences and as directed by the OM.

	General Responsibilities of Royal Berkshire Fire and Rescue Service Personnel:

Uphold and promote the values of Royal Berkshire Fire and Rescue Service, complying with the required standards of conduct and integrity, and demonstrating commitment to helping the Service achieve its vision of a Safer Berkshire.

Practise and promote the Service’s policies to support the health and safety of themselves, their colleagues, and anyone else who may be affected by their actions.

Promote and adhere to the Service’s policies on equality and fairness, and treat colleagues and members of the public with respect.  Value the contributions of a diverse workforce, and respond to the different needs of individuals and groups within the organisation and in the community.

Take responsibility for their own performance (including personal fitness) and participate positively in development activities.  Contribute to the development of others.

Participate, if required, in any investigations or procedures relating to health & safety, disciplinary, or legal matters.

Act in an environmentally responsible manner by minimizing pollution and the wasteful use of energy and resources. 

In order to secure the best possible service to the public or the welfare of their colleagues, all employees may from time to time be asked to undertake appropriate duties which fall outside their usual area of responsibility.  Employees are expected to respond positively to such requests.


PERSON SPECIFICATION

	
	Essential
	Source of evidence
	Desirable
	Source of evidence

	Skills and aptitudes
	Discreet, diplomatic and confidential

Good communication skills, written and verbal

Good inter-personal skills

Computer literate with Microsoft Office applications inc. word, excel & outlook
Able to plan and organise own work, paying attention to detail

Ability to accurately record information
	AF / I
AF

AF / I

AF / DC

AF/I

AF/I
	Able to meet deadlines
Able to use additional Microsoft Packages e.g. Powerpoint etc.
	AF
AF/I

	Knowledge
	Good standard of general education

	AF / DC
	
	

	Experience
	Experience of working in an office environment
	AF/I
	Administration experience


	AF

	Qualifications
	Current Driving Licence


	DC
	Use of own car
	AF/I

	Other requirements
	Smart, presentable appearance with good verbal communication skills

Flexible approach due to the constant change in workloads.


	AF / I
AF / I
	
	


AF
application form

I
interview


WT
written test

PT
practical or physical test
M
medical declaration/examination

R
reference

DC
document check

X
other
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