WEST YORKSHIRE FIRE & RESCUE SERVICE

JOB DESCRIPTION


	POST TITLE:
	Equipment Management Assistant


	GRADE:
	Grade 2 

	RESPONSIBLE TO:
	Operational Equipment Manager

	RESPONSIBLE FOR:
	None

	PURPOSE OF POST: 
	To provide administrational support to the Operational Equipment team. Service and maintenance of operational equipment along with logistical support.



MAIN DUTIES AND RESPONSIBILITIES

1. To complete Equipment Management System (EMS) queries, reporting and administration.

2. The planning and booking of routine maintenance with third part suppliers.
3. The service and maintenance of operational equipment alongside set frequencies.
4. The review, submission and processing of service level loss reports.
5. Fitting and sizing of operational clothing and personal protective equipment (PPE)

6. The recording and processing of staff requisitions specific to operational equipment and PPE.
 
7. The movement, transfer and/or collection of operational equipment/PPE internal and external.
8. Create and maintain electronic filing and recording systems appropriate to the project workings of the department
9. To undertake administration duties and any databases updates deemed necessary by the Operational Equipment Manager
10. To maintain department records and ensure that any data so produced as part of their responsibilities is accurate and current.
11. To carry out any research as deemed necessary and appropriate by the Operational Equipment Manager.
12. To support and assist Auditors and internal departments with access to information and data.
13. To prepare and disseminate all incoming and outgoing post.


14. To participate in any relevant training activities as directed by the departmental manager.
15. To implement and promote the Authority's Equality and Fairness policy and adhere to the Authority’s Health and Safety policy.
16. To undertake any other duties commensurate with the grade of the post as directed by management.
17. The service and maintenance of operational helmets, the replacements of parts and updating of associated systems.
18. The maintenance of the Operational Equipment departments consumables and equipment and all records connected with the ordering.
19. Maintaining, servicing and testing of gas tight suits, gas detectors and other operational equipment deemed within the capability of the Support Officer.
20. Minor fix and maintenance of operational equipment.
21. To record and manage equipment defects as per departmental policy.
22. To attend training courses relevant to attaining the necessary qualification to service and maintain operational equipment.
23. Utilise service specific software packages to support general responsibilities
PERSON SPECIFICATION

	 
	Experience
	Essential/ Desirable
	Source

	1 
	Experience of working with Information Technology applications - Microsoft Word, Excel, and PowerPoint.
	Essential
	Application Form/Interview

	2
	Basic tool and equipment maintenance experience.
	Desirable
	Application Form/Interview

	3
	Knowledge of cleaning equipment and other electrical equipment which may be used in connection with the duties of the post.
	Desirable
	Application Form/Interview

	4
	Experience of data evaluation and providing written reports
	Desirable
	Application form / interview

	5
	Administration experience within a large organisation
	Essential
	Application Form/Interview


 

	 
	Education and Training
	Essential/ Desirable
	Source

	5
	GCSE Maths and English Grade C or above, or equivalent level literacy and numeracy gained through work experience.
	Essential
	Application form/interview



 

	
	Special Knowledge and Skills
	Essential/ Desirable
	Source

	6
	Ability to work as part of a team.
	Essential
	Application Form/Interview

	7
	Ability to work effectively to achieve group objectives in diverse groups where sensitivity and diplomacy are necessary
	Essential
	Application Form/Interview

	11
	Ability to work flexibly in relation to the needs of the post including working outside of normal hours at times when required
	Essential
	Application Form/Interview

	12
	Excellent communication skills with internal and external stakeholders up to principal officer level.
	Essential
	Application Form /Interview

	13
	Demonstrate commitment to, and understanding of, equality & diversity in the workplace

	Essential
	Application Form/Interview

	14
	Ability to work on own initiative and meet deadlines.
	Essential
	Application Form/Interview

	15
	High level of written, verbal, effective communication, and influencing skills including attention to detail and proof-reading skills.


	Essential
	Application Form/Interview

	16
	Demonstrate commitment to good data quality within all areas of work.
	Essential
	Application Form/Interview

	17
	Demonstrate an understanding of and ability to implement Health & Safety in the workplace
	Essential
	Application Form/Interview

	18
	Possession of a full valid driving licence
	Essential
	Application form / Interview

	
	To have a good level of physical fitness to undertake necessary manual handling
	Essential
	Application Form/Interview

	
	Ability to carry out physically demanding task connected with the role 
	Essential
	Application Form/Interview

	
	A willingness to undertake further training as required.
	Essential
	Application Form/Interview
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