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	JOB DESCRIPTION

	JOB TITLE:
Administrative Assistant, Technical Centre, Nova Way
	DIRECTORATE: Finance & Asset Management 
Finance & Asset Management

UNIT:
 

	POST NO:
 3853    
	GRADE:    
H 10


1.
JOB PURPOSE

1.1 To provide a reception service and administrative support to all functions and departments within the Technical Centre. 

1.2 Assist in maintaining accurate information held on the various IT management systems used within the department.  
2.
BACKGROUND

2.1 Avon Fire & Rescue (AF&RS) serves the Unitary Authority areas of Bristol, Bath & North East Somerset, North Somerset and South Gloucestershire, with fire stations and office locations in each area.   

2.2 This post is within the Technical Services Unit which is part of the Finance & Asset Management Directorate. The Directorate is responsible for providing specialist support to the Service to enable it to achieve its corporate objectives, targets and service requirements. The Technical Centre situated at Nova Way (Avonmouth) includes currently comprised of the Fleet, Workshops, Technical Services, Stores and Driver Training Units. 
3.
MAIN DUTIES
3.1
Responsible for inputting information and maintaining accurate data on the Asset and Fleet Management Systems.
3.2
Maintain records of Technicians work completed and in progress. Check for accuracy and ensure information is supplied when required, referring anomalies to the relevant manager.
3.3
Publish the scheduled work programme and record scheduled servicing requirements, work carried out and expenditure for all operational equipment.
3.4
Generate productivity reports and record budgetary information relating to different service contracts/clients to assist with budget control.

3.5
Record accident details to facilitate any investigative work required and the processing of insurance claims and repairs of all operational equipment.
3.6
Responsible for invoicing service contract clients for all work undertaken on their behalf. Provide relevant information, test certificates and other documents as necessary.
3.7
Assist with developing improvements to the IT and management recording systems and help ensure they are implemented correctly to support the efficient collection, analysis and reporting of information. Provide guidance to staff on the use of the Asset and Fleet Management Systems.
3.8
Ensure quality audits are undertaken, so standards can be assessed and maintained, and that any problems are identified at an early stage.
3.9
Undertake basic research to obtain relevant information and performance data. Compile/collate data and provide basic statistical information and summaries, liaising with staff in other departments and outside the Service as necessary.
3.10
Assist in the management of the Service’s frontline Fire Appliance and ancillary vehicle repair and preventative maintenance and inspections programme.  
3.11
Provide administrative support to Workshops, including the production of job cards, ordering parts and supplies, processing invoices, producing reports and inputting accurate information into the various technical management systems.  
SECONDARY DUTIES
3.12
Provide a reception service, dealing with telephone calls and personal callers, together with answering routine enquiries and taking messages to facilitate the efficient and effective operation of the Centre and to project an appropriate corporate image.

3.13
Assist with the management of the Service’s water function to ensure the Service can rely on sufficient provision of water for operational purposes.
3.14
Monitor and assist with the management of the water budget, ensuring all work orders and invoices are processed promptly and accurately.
3.15
Allocate and prioritise work to Hydrant Inspectors to ensure the best use of resources, covering new installations and routine inspections to ensure the availability of water supplies for firefighting purposes.  Generate repair requests for defective fire hydrants. Monitor the completion of work and outstanding requests, re-prioritising tasks as necessary. Provide advice to the public in relation to hydrant enquiries.
3.16
Develop and maintain ongoing liaison with Water Companies, attending meetings and being involved in decision making processes within set parameters.
3.17
Responsible for the audit of water hydrants in order that their locations and condition can be accurately recorded and resource implications readily identified. Update the GIS system and ensure changes are transferred to Control periodically, to ensure mobile data terminals used operationally by Firefighters in locating hydrants are up-to-date.
GENERAL 
3.18
Provide general administrative support including word processing, production of graphs and statistical information, monitoring projects, diary management, arranging meetings and taking minutes, maintenance of filing systems, dealing with mail and correspondence, reprographics, ordering stationery and publishing relevant information on the corporate Intranet.  
3.19
Undertake health and safety risk assessments for the Centre and conduct weekly fire alarm testing and recording as required.  Maintain awareness of Health & safety regulations.  
3.20
Provide cover for other administrative staff to ensure an effective support service is provided at all times to cover staff absences and peaks in workload.  
3.21
Carry out any other administrative support duties as may reasonably be required.   
4.
SUPERVISION AND WORK PLANNING

4.1 You will be supervised by the Office Manager – Technical Centre, who will determine priorities and monitor performance and quality standards.
4.2 You will provide administrative support to a range of managers and staff within the Centre.  Consequently you will need to use your initiative in organising your work to meet deadlines and deal with urgent requests.

5.
QUALIFICATIONS & EXPERIENCE

Essential

· 3 GCSE passes at Grade C or above, or equivalent, including English Language, with sound general administrative experience  

· computer literate with experience of using databases and spreadsheets and, ideally,  using Microsoft packages
· experience of setting up and maintaining computerised and manual record systems 

· experience of word-processing, preferably MS Word, with a typing speed of at least 35 wpm 

· experience of collecting, collating and presenting information and basic statistics in various formats

· good organising skills with the ability to manage diaries and arrange meetings

· able to communicate effectively at all levels, orally and in writing, with a good telephone manner

· able to prioritise, work to deadlines and manage time effectively with minimal supervision

· able to work under pressure, using own initiative, combined with an efficient, methodical approach

Advantageous

· Previous experience in a technical environment and/or experience of laying out technical documents in a straight forward format
· Previous experience of using map based software products like Geographical Information Systems (GIS)

6.
SPECIAL NOTES OR CONDITIONS (IF APPLICABLE)

6.1 Although your post is based at Nova Way (Avonmouth) there may be times when  you are required to work from a different workbase, for which appropriate travel allowances will be paid.
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