
 

 

Gwasanaeth Tân ac Achub Gogledd Cymru 

North Wales Fire and Rescue Service  

 

 

JOB DESCRIPTION 

 

POST TITLE 
Administrative Assistant Retained Duty 

System  
POST REF B1962/A102 

DEPARTMENT   Operations DATE March 2017 

REPORTS TO Locality Manager 
SALARY 

GRADE 

NWFRS  

Grade 04 

plus 8.5% 

LOCATION Mainly within designated areas 
HOURS PER 

WEEK 
37 

 

OVERALL JOB PURPOSE 

To provide a comprehensive and, when necessary, confidential administrative support to 

ensure the efficient day to day running of, a group of RDS stations to include administrative 

support for the RDS selection process. 

 

 

PRINCIPAL DUTIES AND RESPONSIBILITIES 

1.  Provide administrative support to Locality Managers and RDS station personnel, 

normally in their respective Areas. Duties may include filing, both manual and 

electronic. Sort, and prepare incoming and outgoing internal and external mail. 

Maintain stationery and consumables and stock re-ordering as necessary. 

2.  Provide confidential secretarial support for meetings chaired by the Locality Manager 

at various locations and consult when meeting attendees regarding their availability. 

3.  Take minutes of various meetings relevant to role then prepare and circulate them. 

4.  Prepare documents and responses for signature on behalf of the Locality Manager 

and Station personnel. 

5.  Provide administrative support for the Availability team regarding Stations allocated 

to them in conjunction with the respective locality manager.   

6.  Administration of RDS station email account and act on requests for further action, 

referring to Supervisory Manger or individual staff members, if necessary.  

7.  Liaise with Retained Supervisory Managers to follow up requests for sick notes, and 

completed sickness absence management paperwork.  

8.  Following notification of occupational health appointment to remind staff of the 

pending appointment and ensure transport is arranged, if required and appropriate. 

9. Ensure ‘change of circumstances' forms are processed as quickly as possible, and act 

as a local point of liaison between the employee, Locality Manager, Operations 

Department and Human Resources Department in determining the progress of the 

application.  



PRINCIPAL DUTIES AND RESPONSIBILITIES 

10. Assist with the fire kit laundering process and logistics and return to relevant 

station/personnel. 

11. Liaise with the Training Department to ensure that transport for course attendance is 

available if necessary and appropriate. Remind Station Supervisory Officers or, if 

necessary, individual personnel of upcoming courses they are due to attend. Assist 

with arranging any other Station transportation requirements. 

12. Arrange HSC visits and Input HSC data from the station onto the Records 

Management System (RMS). 

13. Assist with maintenance of the RDS Availability Management System.  

14. Assist the Supervisory Management team with the running of RDS events such as 

open days/evening. 

15. Act as Facilitators for Welsh Language assessments, normally within their own group of 

Stations. 

16. To support the RDS recruitment process at a local level involving their stations and 

cross areas as determined by the Locality Manager.  Assisting with a response to local 

enquiries, managing information for the process, engaging with future, current and 

past applicants where required. 

17. Update Station personnel details on relevant databases. 

18. Act as a contact point between all other departments of NWFRS, professional 

colleagues within other fire and rescue services, outside partners and other external 

agencies, and commercial organisations of the fire and rescue sector. 

19. Administrate a comprehensive and where appropriate, confidential file structure and 

document retrieval system for RDS stations and relevant offices. 

20. Complete 'Stores' demand requests and assist in the distribution of such items from 

local designated collection points. 

21. Run regular reports from systems such as PDRPro and Learnpro and provide them in 

an agreed format to Station Supervisory Officers and the Locality Manager. 

22. The post holder may be required to undertake additional or other duties as necessary 

to meet the needs of the Service. 

 

SUPERVISORY RESPONSIBILITY 

None. 

 

FINANCIAL RESPONSIBILITY 

None. 

 

 

CONTACTS OUTSIDE OWN SECTION 

 All Service personnel and departments relating to the Operations function. 

 Professional colleagues within other fire and rescue services. 

 Personnel within Local Authorities and Agencies together with the commercial and industrial 

sectors both locally and nationally.  

 General public.  

  



LANGUAGE REQUIREMENTS 

Welsh Language Skills – Speaking and Listening Level 4  

 

Requires that you can keep up an extended casual work related conversation with a good 

degree of fluency and range of expression but may need to revert to another language to 

answer unpredictable questions or explain complex points or technical information. Contribute 

effectively to meetings within own area of work as and when required to do so.  

 

EMPLOYMENT CHECKS / SPECIFIC REQUIREMENTS 

None. 

 

MANDATORY TRAINING 

None.  

 

OTHER 

Based in various locations and may be required to attend other sites to conduct a range of 

tasks relevant to the duties and responsibilities of the post. 

 



 

PERSON SPECIFICATION 
Assessment for recruitment requirements and competencies 

 

POST TITLE Administrative Assistant Retained Duty System  
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ESSENTIAL The qualities without which a post holder could not be appointed 

 NVQ level 3 in Administration or equivalent qualification and/or an equivalent amount of proven and relevant 

administrative experience.  

 Use of information technology to intermediate level that includes inputting and typing skills at 35 wpm and a sound 

working knowledge of Microsoft Office. 

DESIRABLE Extra qualities which can be used to choose between candidates who meet all the essential criteria  

 Experience in agenda and minute preparation. 

 Previous experience of working in an office environment. 
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ESSENTIAL The qualities without which a post holder could not be appointed 

 Full valid driving licence. 

 Proven communication skills, with an ability to deal with enquiries from internal and external parties. 

 The ability to prioritise work and meet deadlines and respond positively under pressure. 

 A proactive self-motivated approach, able to work as part of a team and on own initiative. 

 Ability to work a non-standard pattern of work to include evenings and occasional weekends. 

 Satisfactory criminal records disclosure – basic. 

 Physical ability and dexterity to carry out the manual handling requirements associated with the post. 

 Welsh Language Skills – Speaking and Listening- Level 4 – Requires that you can 

Keep up an extended casual work related conversation or give a presentation with a good degree of fluency and 

range of expression but may need to revert to another language to answer unpredictable questions or explain 

complex points or technical information. Contribute effectively to meetings and seminars within own area of work. 

Argue for/against a case. 

DESIRABLE Extra qualities which can be used to choose between candidates who meet all the essential criteria  

 None. 

 


