Job Description

Section A: Job Profile
The job profile outlines key information relating to the salary and working conditions e.g., location of a job, along with the current focus of the role and a brief description of the main duties.

Job Details
	Job Title:
	Training Systems Officer 

	Salary:
	SCP 13-17 £29,064 – £31,022

	Grade:
	Grade 7

	Hours:
	Part Time 20 Hours contract (possible up to 25 hours a week available)

	Team:
	Training and Development

	Service Area:
	Community Fire and Rescue Service - Support Staff

	Primary Location:
	Witney Fire Station, Welch Way, Witney, OX28 6JH. 

Please note we are actively looking at our ways of working using everything we have learnt and heard from our people about the organisational and personal benefits of agile working.  What you can absolutely expect from working at Oxfordshire County Council (OCC) is that you will have the support to do your job and deliver great results, wherever you are based.  Each role at OCC is different and we know the needs of individuals are also varied, and so our approach to where and how often we would like to see you in person will be taken depending on the requirements of the role and in collaboration with you as part of the recruitment process


	Budget responsibility:
	None

	Responsible to:
	Training and Competency Manager

	Responsible for:
	Some indirect responsibility for supervision, direction or coordination of other employees as allocated (e.g. regular advice, instruction, monitoring) but specifically areas of specialisms (e.g. Data and Systems). No line management responsibility

	Political Restricted Post:
	No


Job Purpose
	Brief Overview: 

To work in a specialist administrative area delivering a high-class service within Oxfordshire for our professionals and internal customers.

This role will be responsible for providing specialist administrative support and administrative processes to the Training and Development Department within Oxford Fire and Rescue Service (OFRS). The role holder will be responsible for monitoring and tracking safety critical training records, ensuring compliance across the service and enabling OFRS to maintain its operational availability objectives, in order for OFRS to discharge it’s statutory duty to the residents of Oxfordshire. 

This post holder is responsible for ensuring that all relevant County Council and Fire and Rescue Service policies and procedures are adhered to and concerns are raised in accordance with these policies. Working in accordance with the County Council values and behaviours.


Job Responsibilities 
	Brief Overview:
 
· [bookmark: _Hlk88831162]To be the super users and main point of contact for guidance, advice, support and training for all members of Community Safety Services with regards to Oxfordshire Fire and Rescue Services’ (OFRS) Training & Development (T&D) IT systems, applications and processes by developing detailed knowledge, skills and expertise in a complex service area to provide a high level of customer support to enable Oxfordshire Fire and Rescue to meet organisational and statutory objectives.
· [bookmark: _Hlk88829935]Accurately plan, arrange, facilitate and maintain all aspects of OFRS’s training and development IT applications and internal training processes, so that operational personnel can access and maintain their safety critical training courses and competencies. This is to include but not limited to; internal and external training courses, competency & training management systems and other third party online IT applications. 
· Actively liaise with internal and external colleagues to provide constant and consistent services, streamline practices, accurate data entry and provide cross-service cover to help prevent excessive workload peaks within the team or wider department.
· [bookmark: _Hlk88831189]To provide high quality and accurate data entry, analysis and development of the training systems within OFRS, ensuring the integrity, accuracy and security of any data is updated in compliance with statutory legislation and making sure any mapping to national frameworks is up to date. 
· Managing any downtime or updates and changes to the training systems to ensure that they are planned, prepared and communicated to operational personnel and managers, making them aware of any business continuity arrangements to be actioned, ensuring that safety critical skills and training can still be recorded.
· [bookmark: _Hlk88831551]Responsible for fault investigation where any faults or anomalies are identified. The role holder must prioritise and manage the resolution of these with the supplier or line management
· [bookmark: _Hlk88831080]Responsible for gathering and collating all available information from a range of sources to provide accurate and reliable numerical and statistical reports on the status of individuals’ competencies and safety critical training status for senior managers and the wider Community safety service directorate as required to support OFRS’s Community Risk Management Plan and monthly performance monitoring within the service.

Office and Teamwork:

· [bookmark: _Hlk88830442][bookmark: _Hlk88830307]Responsible for investigating, processing and responding promptly to specialist enquiries (post, telephone, email, face to face), including enquiries which may be complex in nature; assessing the nature and urgency of the task and to make an independent decision, responding with a resolution or referring to senior officers (e.g. Duty Officers, managers) as appropriate using all available information as necessary.
· Perform an efficient and effective customer-focussed service by supporting business as usual system administration, providing advice, guidance and expertise in the use and development of business systems and reports.
· Responsible for accurate record keeping to include collection, processing and inputting or extraction of data into and from OFRS’ competency management and IT systems.
· [bookmark: _Hlk88831301][bookmark: _Hlk88830798]Organise meetings and training courses ensuring that courses are realistically planned with regards to timing, venue availability, catering and internal resources are booked appropriately and preparing materials to support the event where appropriate.
· [bookmark: _Hlk88830775]Responsible for adding new training courses, development programmes, competencies and eLearning training packages on Redkite to include fault investigation, testing and delivery of system updates to the service users. 
· Responsible for undertaking regular audits, reviews and updates to OFRS’ training courses (circa 700 p.a.), safety critical competencies and development programmes. 
· Be able to multi-task and work on several processes/tasks with differing priorities or timelines, prioritising tasks as appropriate and producing high quality documents to the required standard by the required deadline. 
· Responsible for reviewing, updating and issuing user guides, videos guides and ‘How To’ manuals ensuring that all training processes are maintained, up to date and correct for use by OFRS operational personnel and support staff.
· Manage comprehensive department electronic filing of documents. Be responsible for specific process tracking documents and spreadsheets for specific areas of work by monitoring specific areas of responsibility and providing regular updates to the Training Systems Manager or Training Support Manager. 
· [bookmark: _Hlk88831050]Maintain the accuracy of the training pages on the OCC Intranet.
(The Role holder will have specific responsibility within the team to monitor and maintain a selection from the following online training systems in use within OFRS; Redkite (inc. Course Manager, Personal Development Plans, eLearning, Operational Monitoring, Question Master, Maintenance of Competence), DAVIS License Checking, Drivesmarter, Roadcraft, and the IBC system used by Oxfordshire County Council – all current systems are subject to change in line with operational projects.)

Financial Support:

· Responsible for processing financial tasks within the team including but limited to purchase card payments and transactions, e-procurement; monitoring and maintaining the T&D budget monitoring. 
· Raising and tracking all purchase orders, receipting of goods and invoice reconciliation using the in house IBC system (circa £600,000 pa). Tracking invoices and the credit management of unpaid invoices, contacting vendors and resolving any queries. 
· Forecasting with the budget holder by performing monthly forecast reconciliation reports. Investigating variations and provide budgetary and statistical information using available systems to provide monthly forecast positions to the Service.

Leadership and Collaboration:

· [bookmark: _Hlk88831635]Provide informal training and advice to all operational and support staff users within OFRS to help them maintain their safety critical records and meet operational objectives for appliance availability and statutory requirements for recording training within the service.
· Attending and participating in meetings as required to support the needs of the service including the option of taking a lead role as ‘champion’ for a service process, system or development area where desired.
· [bookmark: _Hlk88831712]Effectively manage personal and team diaries, appointment systems, calendars, scheduling and arrange internal meetings including the bringing forward of systems or tracking documents daily or weekly.  Attending and participating in meetings, joint working days and user conferences as required to support the needs of the service. 
· Working with business teams to define new report requirements or review and update existing reports.
· [bookmark: _Hlk88830359]To work with the Training Systems Manager, cross-department colleagues, or inter-agency departments regarding complex and collaborative projects, in respect to providing and arranging training courses or collaborative projects supporting the organisational objectives of OFRS. 
· Maintain up to date knowledge of and industry wide training and competency system developments and relate this to the specific organisational statutory frameworks applied to operational teams and use this knowledge to inform recommendations for change.
To support and contribute to the vision and strategy of the T&D team, undertaking any tasks as required and performing all business-related processes in the specialist area.
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Job description Template – April 2022
Our Values 
Our organisational values underpin everything we do and say and are supported by policies, processes and guidance. In short, our values describe ‘the way we do things here’ so that we deliver great services for our residents. Our values are:
· Always learning
· Be kind and care
· Equality and integrity in all we do
· Taking responsibility
· Daring to do it differently 
Everyone that works for us demonstrates their commitment to these values.  We will ask you to demonstrate your commitment to these values, and their associated behaviours, throughout the application process.
Section B: Selection Criteria/Person Specification
[bookmark: _Hlk535396426]This section provides a list of essential and desirable criteria that detail the skills, knowledge, behaviours, qualifications and experience that a candidate should have to perform the job. 

Each of the criteria listed below, and your commitment to our values, will be measured through the application form/CV (A) and optionally one or more of the following - a test / exercise (T), an interview (I), a presentation (P) or documentation (D). You must provide a supporting statement as part of your application which includes examples and evidence of when you have demonstrated the criteria listed below. 

	Essential Criteria
	Assessed By:

	English language and Mathematics GCSE Grade C or above, or equivalent, or comparable ability. 
	A, D

	Demonstrable specialist administrative experience 
	A, I

	[bookmark: _Hlk88830934]Front line/customer service (visitor/telephone) experience with the ability to
converse at ease with service users and provide advice in accurate spoken 
English. 
	A, I

	Demonstrate good verbal / written communication skills with the ability to respond confidently and succinctly, including the proven ability to produce clear, concise reports, reducing mass data to an understandable form, using appropriate vocabulary for a range of target audiences.
	A, I

	[bookmark: _Hlk514680426][bookmark: _Hlk88830494]Experience and regular use of Microsoft Office applications and information 
research on the Internet, including Word, Excel, Outlook, PowerPoint,
to at least an Intermediate level. 
	A, I

	[bookmark: _Hlk88830518]Information and data research, retrieval entry and collation using information 
management/ internet/ web-based systems 
	A, I

	[bookmark: _Hlk88830699]Ability to work alone, as well as working co-operatively in a team. 
	A, I

	An honest individual who is passionate about providing support for people. 
	A, I

	Flexible attitude and able to handle change effectively.
	A, I

	An organised and methodical approach to tasks with excellent attention to detail.
	A, I

	[bookmark: _Hlk88830716]Ability to work under pressure prioritising competing demands and deadlines effectively
	A, I

	[bookmark: _Hlk88830725]Good problem-solving skills and ability to use initiative 
	A, I

	Desirable Criteria
	Assessed By:

	Experience of processing financial claims/transactions.
	A, I

	Ability to produce accurate written summaries of meetings, events and conversations
	A, I

	Demonstrable administrative experience
	A, I

	Experience in a Training or Development / NVQ environment
	A

	Experience of working within a Fire and Rescue or other Emergency Services.
	A, I

	Worked with specific IT systems relevant to Fire and Rescue Services.
	A, I

	Working with providing customer service support in an application or IT background.
	A, I

	Experience of auditing / reviewing evidence against set standards.
	A

	Educated to A-level Standard or Higher
	A
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Section C: Pre-employment Checks
All appointments are subject to standard pre-employment screening. This will include identity, references, proof of right to work in the UK, medical clearance and verification of certificates. Further information can be found here Pre-employment checks 

Additional pre employment checks specific to this role are identified below (those ticked).

	☐
	Enhanced Disclosure and Barring Service check with Children’s and Adults Barred List
	☐
	Enhanced Disclosure and Barring Service check without an Adult/Children’s barred list check

	☐
	Enhanced Disclosure and Barring Service check with Children’s Barred List
	☐
	Enhanced Disclosure and Barring Service check with Adults Barred List

	
	Standard Disclosure and Barring Service check
	☐
	Basic Disclosure

	☐
	Disqualification for Caring for Children (Education)
	☐
	Overseas Criminal Record Checks

	☐
	Prohibition from Teaching
	☐
	Professional Registration

	☐
	Non police personnel vetting
	☐
	Disqualification from Caring


	☐
	Other (please specify):      



[bookmark: _Hlk535396535]Section D: Working Conditions
This is a guide to the working conditions and the potential hazards and risks that may be faced by the post-holder.
Health and Safety at Work 

You are responsible for your own health, safety and wellbeing, and undertaking health and safety duties and responsibilities for your role as specified within Oxfordshire County Councils Health and Safety Policy.

The potential significant hazard(s) and risk(s) for this job are identified below (those ticked).

	☐
	Provision of personal care on a regular basis
	☐
	Driving HGV or LGV for work

	☐
	Regular manual handling (which includes assisting, manoeuvring, pushing and pulling) of people (including pupils) or objects
	☐
	Any other frequent driving or prolonged driving at work activities (e.g. long journeys driving own private vehicle or a council vehicle for work purposes)

	☐
	Working at height/ using ladders on a regular/ repetitive basis
	
	Restricted postural change – prolonged sitting

	☐
	Lone working on a regular basis
	☐
	Restricted postural change – prolonged standing

	☐
	Night work
	☐
	Regular/repetitive bending/ squatting/ kneeling/crouching

	☐
	Rotating shift work
	☐
	Manual cleaning/ domestic duties

	☐
	Working on/ or near a road
	☐
	Regular work outdoors

	
	Significant use of computers (display screen equipment)
	☐
	Work with vulnerable children or vulnerable adults

	
	Undertaking repetitive tasks
	☐
	Working with challenging behaviours

	☐
	Continual telephone use (call centres)
	☐
	Regular work with skin irritants/ allergens

	☐
	Work requiring hearing protection (exposure to noise above action levels)
	☐
	Regular work with respiratory irritants/ allergens (exposure to dust, fumes, chemicals, fibres)

	☐
	Work requiring respirators or masks
	☐
	Work with vibrating tools/ machinery

	☐
	Work involving food handling
	☐
	Work with waste, refuse

	☐
	Potential exposure to blood or bodily fluids
	☐
	Face-to-face contact with members of the public


	☐
	Other (please specify): 
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