	
West Yorkshire Fire & Rescue Service
Job Description
Post Title:	Corporate Services Assistant.
Grade:	7
Responsible To:	Head of Corporate Services.
Purpose Of Post:	 To assist the Head of Corporate Services in providing an  efficient and sustainable Corporate Services department.
Organisational chart.

Main duties and responsibilities of the role.
Responsible for the line management and supervision of work carried out by colleagues within Corporate Services, Reception, Registry and Reprographics. Ensure appropriate cover in all areas of the Corporate Services functions at all times, including creating rotas and allocating of workloads. 
Carry out detailed work for the variety of the Corporate Services functions, including research and presentation of information in various formats.
Prepare for the annual Customer Service Excellence external assessment, including gathering evidence from various services/departments, arranging the timetable for the visit, compiling evidence and presenting to the Assessor.
Facilitate the Environmental Working Group meetings including researching and introducing environmental initiatives and preparing reports and presenting these at meetings.
Prepare and maintain a schedule of environmental procedures to ISO14001 standard, to enable WYFRS to comply with policy and legislation.
Assist in the coordination and promotion of WYFRS involvement in environmental initiatives and achievements. 
Oversee the West Yorkshire Travel Plan Network membership ensuring WYFRS complies with the requirements of membership and take part in initiatives to ensure compliance.
Provision of research, production and implementation of various and wide-ranging projects as directed by the Head of Corporate Services.
Manage the Authority’s complaints procedure and monitor all stages of complaints on behalf of the Service, giving advice to Senior Officers and Management on policy, procedures and guidelines and deal with complainants by mail, email and telephone sometimes of a confidential, sensitive and difficult nature.
Create and maintain electronic records to ensure effective corporate governance and to assist in writing reports, audits and investigation purposes.
Administer and monitor Corporate Services project sites, setting up individual sites, auditing documents and providing technical support for staff utilising the site.
Contribute to the formulation and development of plans, policies and strategies that promote achievement of the work of the Corporate Services functions. 
Collate and prepare data including graphical format for inclusion in management reports.
Prepare reports for Members and management as requested.
Develop customer service initiatives including production of relevant policies, guidance documents and e-learning modules.
Create surveys on various issues utilising relevant software to produce, monitor and report on findings.
Create and manage information on the Corporate Services internal and external internet sites to ensure compliance with publication requirements.
Maintain WYFirespace site and documentation required to facilitate the Authority’s Business Continuity and Risk Management plan including creating an appropriate structure.
Ensure appropriate Health and Safety arrangements are in place for all Corporate Services functions. 
Establish and maintain productive working relationships with colleagues and contacts external to the Fire Authority including Police, Solicitors and other public organisations.
Attend meetings with the Head of Corporate Services and produce accurate minutes.
Prepare presentations on behalf of the Corporate Services functions and assist in providing training to other functions of the Authority.
Demonstrate commitment to good data quality within all areas of work.
Respond to requests for information from external sources e.g. HMICFRS including collating information from various departments and preparing appropriate reports.
Administer and monitor the Corporate Services budget.
Monitor WYFRS utility usage and provide reports for Senior Leadership Team and Environmental Working Group. 
Participate in training activities as required.
Organisational wide responsibilities.
Adherence to the NFCC Core Code of Ethics and West Yorkshire Fire Service Values. 
[image: A logo of the NFCC Core Code of Ethics.]
To implement and promote the Authority’s:
Health and Safety policies.
Equality and Diversity policies.
Information Security Management System policies.
Safeguarding policies.
Business continuity policy and contingency arrangements. 
Policies related to General Data Protection Regulation and Data Protection Act 2018.
Commitment to maintaining our Customer Service expectations.
A satisfactory Standard Disclosure and Barring check is required for the role.
This post has been designated a hybrid working post which means the postholder’s working time will be split between the workplace and home. The actual pattern and number of days at each will be agreed locally with the line manager and will be determined based on the service needs. 
Skills and experience requirements for this role.
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 competency criteria below 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 during the selection process and not from your application form, this may involve tests, presentations, interview etc.
	
	Experience.
	Essential/Desirable.
	Where identified.

	1. 
	Demonstrable experience of working with, and advising on policy matters.
	Essential.
	Application & Selection Process.

	
	Ability to exercise a high level of inititiative, tact, discretion and diplomacy, and experience of dealing with sensitive and confidential information.
	Essential.
	Application & Selection Process.

	
	Extensive experience and use of Microsoft Office and other ICT applications to an excellent level of proficiency.
	Essential.
	Application & Selection Process.

	
	Considerable experience in the production of detailed reports and/or statistics where accuracy is essential.
	Essential.
	Application.

	
	Experience of successfully supervising a multi-disciplinary team of staff.
	Essential.
	Application & Selection Process.

	
	Considerable experience in establishing priorities and managing own workload and that of the team.
	Essential.
	Application & Selection Process.

	
	Experience of managing multi projects successfully.
	Essential.
	Application & Selection Process.

	
	Demonstrable experience of working as part of a team, having commitment and flexibility in personal working hours to meet objectives.
	Essential.
	Application & Selection Process.

	
	Experience of working within the public sector.
	Essential.
	Application.



	
	Education and Training.
	Essential/Desirable.
	Where identified.

	
	Possession of a BTEC Higher National, NVQ Level 4 or equivalent, or demonstrable ability to work to that level.
	Essential.
	Application. 

	
	Possession of the Chartered Management Institute Level 3 Certificate in First Line Management.
	Desirable.
	Application. 

	
	IT User skills at advanced level, with a Level 3 qualification such as RSA, BCS, ECDL or equivalent.
	Essential.
	Application & Selection Process.

	
	Previous formal training to graduate or professional qualification level, or equivalent.
	Desirable.
	Application. 

	
	Evidence of Continuous Professional Development.
	Essential.
	Application. 



	
	Special knowledge and skills.
	Essential/Desirable.
	Where identified.

	
	Be self-motivated and prioritise work with the ability to meet demanding deadlines and to prioritise work without direct supervision.
	Essential.
	Application & Selection Process.

	
	Ability to work with and contribute to a team environment.
	Essential.
	Application & Selection Process.

	
	Ability to research and prepare reports and/or statistics on various issues where accuracy is essential.
	Essential.
	Application & Selection Process.

	
	Ability to work under pressure for prolonged periods in order to meet deadlines and with conflicting demands.
	Essential.
	Application & Selection Process.

	
	Demonstrate commitment to ensuring good data quality in all aspects of work.
	Essential.
	Application & Selection Process.

	
	Ability to analyse and interpret data and reach robust conclusions.
	Essential.
	Application & Selection Process.

	
	Ability to handle difficult customers face to face, via telephone and correspondence.
	Essential.
	Application & Selection Process.

	
	Ability to create and provide presentations for various audiences.
	Essential.
	Application & Selection Process.

	
	Excellent written and oral communication and interpersonal skills and an ability to work effectively with a wide range of people and organisations.
	Essential.
	Application & Selection Process.

	
	Advanced use of Microsoft packages including Word and Excel with the ability to use IT (Microsoft Office) effectively in the collation, analysis and presentation of information.
	Essential.
	Application & Selection Process.

	
	High level of analytical and problem solving skills.
	Essential.
	Application & Selection Process.

	
	Good working knowledge of legislation and regulations associated with the duties of the post.
	Essential.
	Application & Selection Process.

	
	Ability to plan and manage projects effectively.
	Essential.
	Application & Selection Process.

	
	Ability to work flexibly as conditions require.
	Essential.
	Application & Selection Process.

	
	Ability to deal with highly confidential information.
	Essential.
	Application & Selection Process.

	
	Ability to undertake training in related disciplines.
	Essential.
	Application & Selection Process.

	
	Demontrate commitment and understanding of, and ability to implement, Health and Safety in the workplace.
	Essential.
	Application & Selection Process.

	
	Demonstrate commitment to taking a leading role in driving forward WYFRS’ commitment to Equality & Diversity, NFCC Core Code of Ethics and WYFRS values. 
	Essential.
	Selection Process only.

	
	To hold and maintain a current full UK valid car driving licence.
	Desirable.
	Application & Selection Process.
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Head of Corporate Services


Corporate Services Assistant


Receptionists


Registry Clerks


Corporate Services Administrator
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