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	Technical Support
Officer 

	Post No’s
	

	Line Manager

	Technical Services
Manager

	Location
	Headquarters, Shrewsbury

	Directorate

	Resources
	Section
	Technical Services

	Scale

	Grade 5
	
	

	Hours

	37 hours per week
	Status of Post
	Permanent



1	Job Purpose

To provide technical support to the Resources team and the Fire and Rescue Service generally. Supporting the supply and maintenance of equipment, workwear, office supplies and janitorial supplies, either directly or through supply and maintenance contracts.

2.      Main Responsibilities

2.1. 	Procurement and Management of Contracts

· Support the Technical Services Manager in tendering and assist in drawing up new specifications for high value, risk critical equipment, stock and asset management systems.

· Maintain day to day management of tendering systems.

· Identify and source appropriate suppliers of specialist equipment and purchase as necessary in accordance with service policies including quality, safety, compliance, ethical and environmental standards.

· Co-ordinate attendances by service contractors who carry out specialist works on behalf of the service.

· Manage and liaise with contracted suppliers on a day-to-day basis and identify additional and more suitable suppliers when necessary.

· Manage the day-to-day supplier / contractor services, providing support where required.

· Issue instructions for contractor services and for the supply of equipment and stores using procurement systems or credit cards within their delegated authority, or as instructed by budget holders.

· Establishment and day to day management of contracts. 

2.2 	Stores and Stock Management 

· Manage stores by ensuring adequate supplies are available whilst minimising stock holdings and capital investment. Including ordering stores or equipment, receiving goods and making payment via credit card within delegated authority.

· Arrange issues to users including safe use of equipment, performance awareness and good fit where appropriate.

· Order stores and specialist risk critical, operational items as required.

· Using computerised systems, maintain records of issues, receipts and usage.

· Process invoices and report on budget positions.

· Arrange courier services.

2.3 	Ensure Legal Compliance

· Create and maintain records to demonstrate legal compliance. For example, specialist equipment records and PPE testing records.

· Plan, manage and implement equipment service schedules in accordance with Service policies.  

· Receive and action, manufacturers and government agencies recall and safety notifications. 

· Receive reports of defects, action repairs, monitor progress and maintain records, liaising with other departments, professional bodies, and insurance companies as appropriate.

· Report statutory and technical defects, to specialist maintainers, monitor progress and maintain records to ensure operational compliance is maintained.

· To provide technical and administrative support to the Resources department

2.4 	Technical Support 

· Develop and manage computer systems including, stores management and supplier purchasing systems.

· Respond to queries both from other departments within the service, and from suppliers and contractors.

· The post holder will also be expected to carry out minor repairs to operational assets following appropriate training by equipment provider i.e., BA sets, PPE Helmets. 

· Carry out day-to-day technical support tasks within the department and maintain records. 

· Provide technical support as a power user and train internal staff, agency staff or apprentices in the Resources department regarding specialist systems.

· Provide training and support to temporary staff, agency staff and apprentices within the Resources department.

· Provide auditors with requested information i.e., financial, technical, Health & Safety and environmental.

· Manage equipment/supplier related queries from Service personnel. 

2.5 	Hazardous Substances

· Collect and transport contaminated vehicles, equipment and PPE from fire grounds or Stations.

· Supervise the decontamination process.

· Ensure safety during identification and handling of contaminants.

· Carry out the decontamination process or transfer to specialist contractors.

· Ensure appropriate records are provided prior to reissue to users.

· Agree appropriate specialist contractors to dispose of environmental and workshop waste.

· Ensure waste segregation and support waste collection contractors upon arrival to site, which may require handling of contaminated materials. Full PPE is provided.


3. Additional Responsibilities

3.1 	Health and Safety and the Environment

· Conduct departmental Health & Safety and Environmental walkaround inspections. document areas of improvement, implement changes and maintain records.

· Manage environmental waste by liaising with relevant contractors and maintain records.

3.2 	Courier services 

· Collection and delivery of vehicles (including LGV), stores, station supplies, and equipment as required.

· Manage collection and deliveries by internal staff or contractors of vehicles, assets and parts to enable internal maintenance and external contactor works.

· Packing and despatch of items using suppliers’ online systems. Maintain dispatch records

4. Other Tasks 

4.1	To ensure that the Brigade policies on equality and diversity at work are implemented, always monitored, and adhered to, in order to achieve a working environment that promotes equality and diversity. Be sensitive to the feelings and needs of others.

4.2	To support the organisation in embedding the ‘core values’, strategic aims and corporate objectives.

4.3	To ensure all duties are carried out in accordance with the Authority’s IT Security Policy.

4.4	To comply with the Health and Safety responsibilities set out in Appendix A to this job description. 

4.5	To assist in the implementation of the Authority’s Service Plan and in the achievement of the objectives for the Authority as a whole.

4.6	Ensuring information is securely maintained and treated confidentially in accordance with Service policy, the Data Protection Act and other Information Acts.

4.7	To make an effective contribution to the corporate aims of the Fire Authority.

4.8	Maintain proper administrative procedures and records in accordance with service policy, orders and instructions including documenting and recording work activity.

4.9	Ensure that any defect of service premises, accommodation, furnishings, vehicles fixtures and fittings are reported in accordance with specified procedures.

4.10	To become involved in and to respond effectively to the changing requirements of the Authority.

4.11	To carry out other such duties as may be directed, proportionate with the grading of the post. 


5	Job Overview

5.1 	Range and Scope

Within Technical Services, the postholder will be responsible for the day to day management of a range of contracts suppliers and equipment covering assets including breathing apparatus, protective clothing and equipment, specialist electrical equipment, laundry provider and workwear clothing, rescue equipment and tools, hoses, lighting and battery equipment, lifting and lines safety, environmental protection and consumables including first aid, medical, cleaning and welfare products.

Postholders will be required to maintain an overview of all equipment areas and provide cover and support to the Technical Services Manager, as required.

5.2 Knowledge and Skills

The post holder requires analytical, problem solving or creative skills. IT skills are integral to the main duties and the ability to drive is necessary to undertake the full range of duties. A full driving licence is essential. 

5.3 Demands

Whilst there are recognised laid down procedures covering all main activities, the post holder is not given instructions which define how all the main tasks are to be carried out. The postholder is expected to deal with and prioritise any unexpected problems or situations which arise.

Working to deadlines is a feature of the job as is dealing with conflicting demands i.e. more than one person requiring a service or assistance simultaneously. Due to the nature of the business some of these will be outside normal working hours.

The post requires the post holder to use a very high level of manual handling including pushing, pulling, lifting or carrying, for a small proportion of their total working time.

5.4 Responsibilities

The post holder is personally responsible for budgetary spend within their delegated authority using personal issue credit card or ordering on account up to £1k. 

The main responsibilities are technical support to the Resources department, safety and legal compliance of assets and stock management.

5.5 Working Conditions

The post holder will be required to work outdoors for short periods and will be exposed to the weather when doing so. The post holder will be exposed to disagreeable or unpleasant conditions for short periods whilst collecting and handling contaminated equipment, fire kit or environmental waste.


6 Analysis of Performance Requirements and Conditions

6.1 Contacts

Regular contact will be made with all levels of Fire Service employees and management.
Contact will also be made with a range of outside bodies, including auditors, contractors and suppliers at senior levels.



6.2 Decisions and Recommendations Made

The post holder is expected to make decisions without detailed reference to management. The post holder is required to identify vehicle defect and asset failure trends and report to Contract Managers.

6.3 Supervision

The Technical Services Manager is  the line manager for the post holder. The post holder will have a range of tasks and a varying workload and must manage this without direct supervision.


7 	Complexity

7.1	Although there is an element of routine work, the post holder will need to prioritise A wide and varied workload without direct supervision.  The post holder will be required to assist in the development of, and subsequently support, changes to internal management systems.


8 	Conditions of Service

8.1	The post is Grade 5 and subject to the Conditions of Service specified by the National Joint Council for Local Government Services as amended from time to time.

8.2	The post is based at Fire and Rescue Service Headquarters, St. Michael’s Street, Shrewsbury.

8.3	The appointment is permanent and full time for 37 hours weekly based on normal office hours, currently 08:00 to 16:30 Monday to Thursday (16:00 on Fridays) with a 36 minute lunch break. A flexible working hours scheme is in operation and participation in the scheme is at the discretion of the Chief Fire Officer. 

8.4	This post carries eligibility to join the Local Government Superannuation Scheme.  Information about this and other pension options will be enclosed with any formal offer of appointment.

8.5	Annual holidays will be at the rate of 253 working days with further days for those with five years plus service, plus an additional discretionary day as determined by the Authority from time to time. Bank Holidays also apply.

8.6	The appointment is subject to one month's notice on either side.

8.7	The appointment is subject to the satisfactory completion of a six-month probationary period for new entrants to Local Government service.

8.8 Shropshire Fire and Rescue Service operates a total ban on smoking at work.
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Safety Responsibilities				              	Appendix A

TECHNICAL SUPPORT OFFICER

Reporting to the Technical Services Manger the Technical Support Officer is responsible for,

· Implement the Brigade health and safety policy within your area of responsibility.

· Ensure compliance with all safety precautions that apply to your area of control, including regulation of contractors.

· Develop and implement safe systems of work for tasks specific to your area of control, including (but not limited to):
· Display Screen Equipment
· Lone Working
· Manual Handling activities
· Working at Height

· Ensure compliance with all legal requirements for the areas under your control including (but not limited to):
· Safe use of fixed and portable electric equipment
· Safety training for staff
· Control of hazardous substances

· Ensure that access to brigade premises under your control by visitors is limited to safe areas.

· Ensure risk assessments for equipment, tasks, premises and manual handling activities are conducted, regularly reviewed and compliance with any further control measures identified.

· Foster and maintain a positive safety culture.

· Monitor work activities to confirm compliance with Brigade safety standards and training inputs.

· Report accidents, near misses and dangerous occurrences that occur to your staff or other persons on premises that you control.

· Report to your line manager any shortcomings in the Brigade’s safety management system that you cannot solve yourself.

· Conduct regular workplace inspections of the workshop and stores facilities.
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Person Specification

	
	Essential
	Desirable

	Qualifications (or equivalent skills)
	3 GCSE’s at Grade 4 or above to include Maths and English, or equivalent.


	Hold or working towards an appropriate professional qualification e.g. CIPS

IOSH Managing Safely H&S Certificate

	Work Experience
	
Experience of working in at least three of the areas listed in desirable.
	Experience in the following:
· Customer services
· Procurement or contract administration.
· Management of stores.
· Management of protective equipment,

	Skills
	Knowledge of IT software, including computer based communication systems is essential

Must have clear written and verbal skills

	Microsoft Word and Excel.

Microsoft SharePoint.


	Personal Qualities
	Must be understanding and supportive to the needs and concerns of vehicle and equipment users

Must be supportive to the needs of other team members and be willing to offer assistance across a range of other activities.

	The ability and willingness to work outside of normal working hours to support the on call rota.

	Other
	Must be able to work flexibly to meet changing workload requirements.

Must possess a full driving licence
	Possession of an LGV, Class C licence
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