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JOB DESCRIPTION

	POST TITLE
	Emergency Planning Assistant

	GRADE
	Grade 4

	FUNCTION
	Service Development 

	PERMANENT BASE
	Central Headquarters, with agile working

	RESPONSIBLE TO
	Emergency Planning Officer

	RESPONSIBLE FOR
	N/A



OVERALL PURPOSE OF JOB
To provide a comprehensive, confidential, high quality support service for Emergency Planning at SYFR. This will include being involved in the preparation, review and validation of South Yorkshire Fire and Rescue and wider multi agency plans for the Resilience Planning & Contingencies department in accordance with the Civil Contingencies Act 2004 and related regulations.
MAIN RESPONSIBILITIES
1. To support the Resilience Planning & Contingencies department in fulfilling their full range of Emergency Planning Duties.
2. To provide an efficient and effective administrative support, including the collation of information from individual functions / departments and the composition, management and updating of Emergency Planning databases.
3. To assist with the preparation, revision and exercising of existing emergency, contingency  and multi agency plans including the development and maintenance of appropriate testing and training mechanisms for such plans.
4. To assist with the development of new emergency plans and to facilitate internal and external consultation processes for those plans and where necessary exercise and validate those plans under statutory requirements.
5. To review existing emergency, contingency and multi agency plans in conjunction with internal and external stakeholders and where necessary exercise and validate those plans under statutory requirements.
6. To represent the department / organisation at internal / external meetings, including delivering presentations where required.
7. To facilitate the debrief process including compiling debrief reports after an exercise and/or incident.
8. To ensure that systems and processes for effective and accurate recording of information are in place (both electronic and hard copy) and that these are reviewed on a regular basis.
9. To be responsible for the preparation of reports to senior officers on emergency planning matters.
10. To liaise with SYFR staff at all levels with regard to Emergency Planning issues. 
11. To ensure that Emergency Planning information is cascaded promptly across the service and where appropriate to the wider community.
12. To ensure Major Incident plans and Business Continuity plans are shared and accessible in appropriate locations. 
13. To be responsible for day to day office management of the Emergency Planning Office, including online filing systems, receipt of mail and receiving of telephone calls.
14. To attend as required any training courses that will contribute to the effective performance of the post holder and continued efficiency of the Emergency Planning Office.
15. To utilise a range of IT packages to support all main duties and responsibilities.
16. To comply at all times with the Code of Conduct for officers of the Authority and such other professional requirements as to standards of conduct.
17. To fully participate in SYFR’s Performance Development Review process according to the responsibilities of the role.
18. To practice and promote SYFR’s Equality and Inclusion and Health and Safety Policies and to conduct oneself in a manner that is consistent with SYFR’s core values at all times.
19. To ensure that risk is managed effectively within the section in accordance with corporate strategies and plans.
20. To be responsible for the accurate and appropriate processing of data, ensuring compliance with organisational policies and procedures (i.e. data protection).  
21. To carry out such other duties within the department as from time to time may be required, which are commensurate with the grading of this post.
ANY OTHER INFORMATION (including special conditions of service)
Attend occasional evening and weekend activities as required.
37 hours per week, Flexitime

NOTE:	This document is produced as a guide to the general nature of the post and the list of duties is neither exhaustive nor exclusive.














PERSON SPECIFICATION

	Criteria
	Essential
	Desirable

	Qualifications
	
	

	NVQ level 3 or equivalent in relevant field
	X
	

	Current Full Driving Licence/ ability to travel
	
	X

	
	
	

	Knowledge
	
	

	Working knowledge of Microsoft Office Applications, particularly Word, Excel, PowerPoint and Outlook
	X
	

	Awareness of emergency and contingency planning
	X
	

	Possess a working knowledge of current relevant legislation
	X
	

	
	
	

	Experience
	
	

	Experience of researching, preparing, revising and validation of plans/projects
	X
	

	Experience of planning, prioritising and organising to deadlines across a broad and demanding role
	X
	

	Preparation and submission of management reports
	X
	

	Proven experience of working in an accurate and efficient manner under pressure
	X
	

	Experience of working in emergency planning, business continuity or related fields
	
	X

	Experience of delivering excellent customer service
	
	X

	
	
	

	Personal Effectiveness
	
	

	Highly motivated and able to work without close supervision
	X
	

	Ability to liaise with internal and external parties effectively, ensuring a positive and professional image is conveyed at all times
	X
	

	Ability to present information effectively verbally and in written report format
	X
	

	Ability to communicate effectively – both written and verbal at all levels
	X
	

	Commitment to working as a team to achieve objectives
	X
	

	Commitment to Equal Opportunities and Health and Safety at work
	X
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