

RM/SCB/12.01


Roslyn Munro, Human Resources

6277

roslyn.munro@taysidefire.gov.uk 
Date as postmark
Dear Applicant

TAYSIDE FIRE AND RESCUE – AREA MANAGER B VACANCIES

Thank you for your recent enquiry regarding the above vacancies within Tayside Fire and Rescue. 

I am pleased to enclose your application pack, which contains the following forms:

Application for Appointment as Area Manager B
Equal Opportunities in Employment Monitoring

Sample Job Descriptions x 2

Person Specification

In addition to this, I must advise you that all posts within Tayside Fire and Rescue are interchangeable. The vacant posts at this level have not yet been determined therefore sample job descriptions only are enclosed.  These job descriptions are currently under review and should be regarded as guidance only.

Please ensure a hard copy of your completed forms is returned by 12pm on Monday 26 October 2009.

Yours faithfully
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S Hunter

Chief Fire Officer

Encs
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TAYSIDE FIRE AND RESCUE
	

	
	
	REF NO:
For official use 

	
	
	


	Please type or print in black ink.  Failure to follow guidance note may result in the application being withdrawn.


	POST:
	Area Manager ‘B’
	LOCATION:
	Tayside Fire and Rescue 



	SECTION 1:  PERSONAL DETAILS:
	
	

	Surname & Initials
	     
	Telephone Numbers:

	
	
	
	

	Address
	     
	Home
	     
	

	
	
	
	
	
	

	
	     
	Mobile
	     
	

	
	
	
	
	
	

	
	     
	
	
	

	
	
	
	Current Full
	
	

	
	
	Post Code
	     
	Driving Licence
	Yes/No*
	

	
	
	
	
	
	

	Email Address
	     
	
	



	SECTION 2:  JOB SHARING/PART TIME

	Are you applying for this post on a Job Share Basis?
	Yes/No*

	Are you applying for this post on a Part Time Basis?
	Yes/No*

	Please state your preferred employment arrangements (days/hours)
	     

	
	

	SECTION 3:  REASONABLE ADJUSTMENTS   

	Tayside Fire and Rescue is committed to making reasonable adjustments and meeting its duties under the Disability Discrimination Act.

	If you have a disability or long term health condition that you feel would require us to make reasonable adjustments please provide details of these below.      

	


	

	SECTION 4:  QUALIFICATIONS AND TRAINING:

	Secondary/Further Education (subjects and dates) - include grades of pass, etc
     

	Other Training/Job Related Courses (with dates)
     


	

	

	Date of attendance at, and successful completion of, Fire and Rescue Service Strategic Assessment and Development Centre or equivalent:      

	


	(specify if awaiting result)

	

	
	

	PLEASE CONTINUE ON SEPARATE SHEET AS NECESSARY
	* Delete as appropriate


	SECTION 5:  EMPLOYMENT HISTORY

	

	PRESENT/MOST RECENT EMPLOYMENT

	

	Post Title
	     

	

	Employer's Name and Address
	     

	     

	Date of Start
	     
	Date of Finish
	     

	
	
	(if appropriate)
	

	

	Current Annual Salary/Weekly Pay
	     
	

	

	Please outline your main duties:-

	     

	

	SECTION 6:  PREVIOUS EMPLOYMENT Please provide details of all your previous work.  Please include any unpaid/voluntary work

	

	Employers Name and Address
	Post Title and Brief Outline of Duties
	Dates

From/To
	Reason for Leaving

	     
     
     
     

	     
     
     
     
	     
     
     
     
	     
     
     
     


PLEASE CONTINUE ON SEPARATE SHEET AS NECESSARY


Section 7:  Additional Information 
	In this section, competencies relevant to the post have been identified, al of which will be given an equal weighting in the evaluation process.

Please provide evidence, using actual examples where possible, which would demonstrate that you have the relevant knowledge, skills and attributes. Please limit your statements to a maximum of 250 words per competency.



	Leadership:  The post holder must demonstrate the highest standards of integrity and inspire and show loyalty.  He/she must also be able to act independently and authoritatively when necessary.

	     

	Decision Making:  The post holder must have the ability to consult and research options, reach appropriate conclusions, monitor subsequent development and amend where required.  The post holder must analyse situations accurately, be able to make rational and logical judgements and be able to display confidence in decision making and delegating appropriately.

	     

	Change Management:  The post holder should have the ability to champion original thinking, challenge tradition and influence a change in culture.  The post holder must identify and embrace development of local and national issues and effectively plan for, and implement, responsive change within the organisation and secure commitment to change through appropriate staff involvement.

	     

	Self Management:  The post holder must display self motivation and a desire to develop his/her professional competence.  The post holder must demonstrate the ability to set demanding but achievable goals and, both personally and through involvement of colleagues, see these objectives achieved.

	     


PLEASE CONTINUE ON SEPARATE SHEET AS NECESSARY
	Team Building:  The post holder should have the ability to develop effective working relations with senior colleagues and ensure that the personal and development needs of staff are met so as to ensure best use of skills and abilities within the organisation, and address poor performance where necessary.

     

	

	Communication:  The post holder must have the ability to present information clearly, concisely and persuasively in speech or written form both within and outwith the organisation.  The post holder must be able to demonstrate the importance he/she attaches to communication internally and externally and must be able to influence and persuade others.

     

	

	Quality:  The post holder should be able to demonstrate a commitment to delivering a service responsive to needs, with attention to detail and constant monitoring to create a cycle of sustained improvement.
     



PLEASE CONTINUE ON SEPARATE SHEET AS NECESSARY


	SECTION 8:  MISCELLANEOUS

	

	Are you related to any Elected Member or Principal Officer of Tayside Fire and Rescue Board?  
If yes please state nature of relationship.
	Yes/No*

	

	

	CRIMINAL CONVICTIONS

	

	Have you ever been found guilty of any offence by a Court of Law which is not now regarded as spent under the terms of the Rehabilitation of Offenders Act 1974? (see note below)
Yes/No*

	

	

	Date


	Details of Offence
	Sentence

	     
	     
	     

	

	Note: Further guidance on the Act can be found in the booklet 'A Guide to the Rehabilitation of Offenders Act 1974' issued by HM Stationery Office.  Further information is available from the Citizens Advice Bureau.




	SECTION 9:  REFEREES



	
	Please complete this section naming two persons (who must not be related to you) who can give a character reference.  One should be your present employer, however requests for references to your employer will not be made until the final stages of the application.

	

	
	Name
	Address
	Profession
	Capacity Known
	

	
	1      

	     
	     
	     
	

	
	2      

	     
	     
	     
	

	
	
	


Please tick the box if you do not wish your referees to be contacted without your consent

	Referee 1   FORMCHECKBOX 

	       Referee 2   FORMCHECKBOX 




	SECTION 10:  DECLARATION

	

	CANVASSING: Canvassing of any members or officers of Tayside Fire and Rescue Board, directly or indirectly, in connection with an appointment under the Fire and Rescue Board, will disqualify the candidate.


	I declare that to the best of my knowledge the information given in this application is true and correct.

	I confirm that I am/am not* content for Tayside Fire and Rescue to use, store and process the information given in this application.

	

	

	

	

	Signature
	
	
	Date
	     

	
	
	
	
	

	
	
	
	
	

	CLOSING DATE FOR RECEIPT OF APPLICATIONS:
	12pm on 26 October 2009.
	

	
	
	
	
	


*  Delete as appropriate

TAYSIDE FIRE AND RESCUE BOARD

JOB DESCRIPTION

HEAD OF COMMUNITY SAFETY

AREA MANAGER ‘B’

CORE PURPOSE

All roles within Tayside Fire and Rescue assist the organisation to meet its mission statement of providing the highest standard of fire safety and emergency response services to all the communities served by Tayside Fire and Rescue working towards the primary aims of Prevention, Intervention, People and Performance.

JOB PURPOSE 

Responsible to the Head of Service Delivery for ensuring that all services are delivered by a highly skilled and motivated workforce which is able to work safely and whose composition reflects the diverse communities it serves.

KEY RESPONSIBILITIES 

1 People Management

2 Performance Management

3 Incident Management

4 Communication

5 Operations

6 Community Fire Safety

7 Control

JOB ACTIVITIES

1 PEOPLE MANAGEMENT

a Ensure that all staff are treated with dignity and respect in accordance with equality policies and procedures and challenge all unacceptable behaviour.

b Manage attendance of staff within department in accordance with sickness absence management policy and procedures.

c Ensure the health, safety and welfare of staff in accordance with Health and Safety policies and procedures.

d Ensure the occupational health of staff in accordance with Occupational Health policies and procedures.

e Identify and select staff to meet organisational needs in accordance with policies and procedures.

f Manage the performance of your team and individuals, and develop to meet organizational needs (including incidents and simulations).

g Manage discipline and grievance issues in accordance with policies and procedures.

2 PERFORMANCE MANAGEMENT

a Ensure adequate resources are provided to meet  community safety needs.

b Ensure best practice within all activities conducted by community safety and make recommendations for improvement.

c Manage work activities to meet organisational needs through development of objectives.

d Ensure that all accidents are investigated in accordance with policies and procedures.

e Evaluate performance of community safety against indicators to ensure continued improvement.

f Prepare and manage community safety revenue and capital budgets.

g Manage personal work to achieve objectives and take responsibility for your own effective performance ensuring that your work is in accordance with departmental policies and procedures.

3
INCIDENT MANAGEMENT

a Lead, monitor and support people to resolve operational incidents (including simulation exercises).

b Prepare reports and recommendations on operational incidents and supply statements as necessary.

4
COMMUNICATION

a Ensure the exchange of information to enable effective communication throughout the organisation in accordance with policies and procedures.

b Represent Tayside Fire and Rescue and Community Safety Department at various meetings as directed by the Chief Fire Officer.

5
OPERATIONS

a Provide direction and guidance to ensure the management and development of an effective operations strategy and policies that comply with all relevant legislation and national guidance.

b Ensure that all quality assurance policies and procedures are managed within the community safety department.

6
COMMUNITY FIRE SAFETY

a Provide direction and guidance to ensure the management and development of an effective community fire safety strategy and policies that comply with all relevant legislation and national guidance.

b Ensure that all quality assurance policies and procedures are managed within the community safety department.

7
CONTROL

a Provide direction and guidance to ensure the management and development of an effective mobilizing strategy and policies that comply with all relevant legislation and national guidance.

b Ensure that all quality assurance policies and procedures are managed within the community fire safety department.

TAYSIDE FIRE AND RESCUE BOARD

JOB DESCRIPTION

HEAD OF PERSONNEL SERVICES

AREA MANAGER ‘B’

CORE PURPOSE

All roles within Tayside Fire and Rescue assist the organisation to meet its mission statement of providing the highest standard of fire safety and emergency response services to all the communities served by Tayside Fire and Rescue working towards the primary aims of Prevention, Intervention, People and Performance.

JOB PURPOSE 

Responsible to the Head of Service Support for ensuring that all services are delivered by a highly skilled and motivated workforce which is able to work safely and whose composition reflects the diverse communities it serves.

KEY RESPONSIBILITIES 

1 People Management

2 Performance Management

3 Incident Management

4 Communication

5 Human Resources

6 Learning and Development

7 Health and Safety

8 Occupational Health

JOB ACTIVITIES

1 PEOPLE MANAGEMENT

a Ensure that all staff are treated with dignity and respect in accordance with equality policies and procedures and challenge all unacceptable behaviour.

b Manage attendance of staff within department in accordance with sickness absence management policy and procedures.

c Ensure the health, safety and welfare of staff in accordance with Health and Safety policies and procedures.

d Ensure the occupational health of staff in accordance with Occupational Health policies and procedures.

e Identify and select staff to meet organisational needs in accordance with policies and procedures.

f Manage the performance of your team and individuals, and develop to meet organizational needs (including incidents and simulations).

g Manage discipline and grievance issues in accordance with policies and procedures.

2 PERFORMANCE MANAGEMENT

a Ensure adequate resources are provided to meet personnel services needs.

b Ensure best practice within all activities conducted by personnel services and make recommendations for improvement.

c Manage work activities to meet organisational needs through development of objectives.

d Ensure that all accidents are investigated in accordance with policies and procedures.

e Evaluate performance of personnel services against indicators to ensure continued improvement.

f Prepare and manage personnel services revenue and capital budgets.

g Manage personal work to achieve objectives and take responsibility for your own effective performance ensuring that your work is in accordance with departmental policies and procedures.

3
INCIDENT MANAGEMENT

a Lead, monitor and support people to resolve operational incidents (including simulation exercises).

b Prepare reports and recommendations on operational incidents and supply statements as necessary.

4
COMMUNICATION

a Ensure the exchange of information to enable effective communication throughout the organisation in accordance with policies and procedures.

b Represent Tayside Fire and Rescue and Personnel Services at various meetings as directed by the Chief Fire Officer. 

5
HUMAN RESOUCES

a Provide direction and guidance to ensure the management and development of an effective human resource strategy and policies that comply with all relevant legislation and national guidance.

b Provide direction and guidance to ensure the management and development of an effective equality strategy and policies that comply with all relevant legislation and national guidance.

c Provide direction and guidance to ensure the management and development of an effective attendance management strategy and policies that comply with all relevant legislation and national guidance.

d Provide direction and guidance to ensure the management and development of an effective recruitment and selection strategy and policies that comply with all relevant legislation and national guidance.

e Ensure that all quality assurance policies and procedures are managed within the personnel services department.

6
LEARNING AND DEVELOPMENT

a Provide direction and guidance to ensure the management and development of an effective learning and development strategy and policies that comply with all relevant legislation and national guidance.

b Ensure that all quality assurance policies and procedures are managed within the personnel services department.

7
HEALTH AND SAFETY

a Provide direction and guidance to ensure the management and development of an effective health and safety strategy and policies that comply with all relevant legislation and national guidance.

b Ensure that all quality assurance policies and procedures are managed within the personnel services department.

8
OCCUPATIONAL HEALTH

a Provide direction and guidance to ensure the management and development of an effective occupational health strategy and policies that comply with all national guidance.

b Ensure that all quality assurance policies and procedures are managed within the personnel services department.

TAYSIDE FIRE AND RESCUE

PERSON SPECIFICATION – AREA MANAGER B

	
	Essential Requirements
	Method of Testing
	Desirable Requirements
	Method of Testing

	Health and Physical Attributes
	Good level of fitness and stamina to meet operational demands of the post.  Good hearing and good visual ability – aided or unaided – with colour vision
	Medical examination carried out by Medical Adviser (external applicants only)


	
	

	Educational Qualifications
	Pass in the equivalent of an Assessment Development Centre to demonstrate the potential to operate at the level of Area Manager
	Application Form/Interview
	Degree in a management related discipline
	Application Form

	Occupational Experience
	Hold the substantive role of Group Manager (or equivalent)
	Application Form
	Corporate Membership of Institution of Fire Engineers or equivalent
	Application Form

	
	Ability to operate at a strategic level, including planning and evaluation of policies, in a range of environments
	Application Form/Interview/Referees Report
	
	

	
	Working in partnership with other Fire and Rescue Services or agencies including minority groups
	Application Form/Interview
	
	

	
	Awareness and understanding of the Community Safety Agenda 
	Application Form/Referees Report
	
	

	
	Awareness of principles of Best Value
	Application Form/Interview
	
	

	
	Commitment to continuous development and life-long learning
	Interview/Referees Report
	
	

	Skills/Abilities
	Strong verbal and written communication skills 
	Application Form/

Interview/Presentation
	Note:  You will be required to deliver a presentation during the interview.
	

	
	Well developed interpersonal and people management skills and ability to demonstrate good working relationships
	Application Form/Interview/Referees Report
	
	

	
	Dynamic, innovative manager with proven track record of managerial effectiveness, capable of motivating and inspiring others.
	Application Form/Interview
	
	

	
	High standards of professional and personal conduct
	Interview/Referees Report
	
	

	
	Able to demonstrate sound leadership skills and abilities
	Application Form/Referees Report
	
	

	Knowledge
	Awareness of political and other issues affecting the Fire and Rescue Service in Scotland and throughout the UK
	Interview
	
	

	Specific Requirements
	Commitment to principles of fairness and dignity at work and be able to demonstrate understanding of what that requires.
	Application Form/Interview
	
	

	Management
	Ability to demonstrate strategic vision
	Application Form//Interview Referees Report
	
	

	
	Staff performance measurement and review systems
	Application Form/Interview
	Managing and operating within a financially constrained environment
	Application Form/Interview


	TAYSIDE  FIRE  AND  RESCUE  BOARD

EQUAL  OPPORTUNITIES  IN  EMPLOYMENT  MONITORING  FORM

Application for the post of:     Area Manager ‘B’

Ref No:    FOR OFFICIAL USE


Are you an existing employee of Tayside Fire and Rescue Board?

YES/NO
Are you related to any elected member or principal officer of Tayside Fire and Rescue Board?

YES/NO
Delete as applicable

Please answer the following questions using the guidance notes overleaf:
1 What is your ethnic group?

A  WHITE

 FORMCHECKBOX 

Scottish


Other British:

 FORMCHECKBOX 

English

 FORMCHECKBOX 

Welsh

 FORMCHECKBOX 

Other, please specify

     
 FORMCHECKBOX 

Irish

 FORMCHECKBOX 

Any other white background, please specify

     
B  MIXED

 FORMCHECKBOX 

Any mixed background, please specify

     
C  ASIAN, ASIAN SCOTTISH, ASIAN ENGLISH, ASIAN WELSH, OR OTHER ASIAN BRITISH

 FORMCHECKBOX 

Indian

 FORMCHECKBOX 

Pakistani

 FORMCHECKBOX 

Bangladeshi

 FORMCHECKBOX 

Chinese

 FORMCHECKBOX 

Any other Asian background, please specify

D  BLACK, BLACK SCOTTISH, BLACK ENGLISH, BLACK WELSH, OR OTHER BLACK BRITISH

 FORMCHECKBOX 

Caribbean

 FORMCHECKBOX 

African

 FORMCHECKBOX 

Any other Black background, please specify

     
E  OTHER ETHNIC BACKGROUND

 FORMCHECKBOX 

Any other background, please specify

     
2
I am:
 FORMCHECKBOX 

Male

 FORMCHECKBOX 

Female

3
I am:
 FORMCHECKBOX 

Married/Civil Partnership

 FORMCHECKBOX 

Other

4
I would consider myself as having a disability
 FORMCHECKBOX 

Yes

 FORMCHECKBOX 

No

5
I belong to the following religious group:

 FORMCHECKBOX 

Church of Scotland

 FORMCHECKBOX 

Church of England

 FORMCHECKBOX 

Roman Catholic

 FORMCHECKBOX 

Other Christian, please specify

 FORMCHECKBOX 

Buddhism

 FORMCHECKBOX 

Hinduism

 FORMCHECKBOX 

Muslim

 FORMCHECKBOX 

Judaism

 FORMCHECKBOX 

None

 FORMCHECKBOX 

Sikhism

 FORMCHECKBOX 

Other, please specify:

     
6 What is your sexual orientation?

 FORMCHECKBOX 

Bisexual 

 FORMCHECKBOX 

Heterosexual/Straight 

 FORMCHECKBOX 

Gay man

 FORMCHECKBOX 

Other

     
 FORMCHECKBOX 

Gay woman/Lesbian 

7 My date of birth is:

     
8
How did you find out about this vacancy?:

     



	TAYSIDE  FIRE  AND  RESCUE  BOARD

EQUAL  OPPORTUNITIES  POLICY  IN  EMPLOYMENT

GUIDANCE NOTES

POLICY  STATEMENT

Tayside Fire and Rescue Board is working towards equality in employment and has adopted a policy which aims to ensure that no job applicant or employee receives less favourable treatment on the grounds of sex, race, colour, ethnic or national origin, marital status, sexual orientation, age, class, ethical or religious beliefs, disability, trade union affiliation, or any unrelated medical condition, or is being disadvantaged by conditions or requirements which cannot be shown to be justified.

WHY HAVE AN EQUAL OPPORTUNITIES POLICY

An equal opportunities policy can eliminate the possibility of unfair or unlawful discrimination and can contribute to ensuring that all job applicants are considered solely on merit.

MONITORING

The process of monitoring helps to measure overall progress (from applying for a job and joining, to leaving the job) and shows whether equal opportunities policies are effective.

The information is treated in strictest confidence and will play no part in the selection process.  This section will be separated from the rest of the form before your application is considered.

DETAILS FOR COMPLETION OF THIS SECTION ARE AS FOLLOWS:-

1

ETHNIC GROUP

Please answer this question by choosing one section from A to E, then tick the appropriate box to indicate your cultural background.  If your cultural background is other than those stated, please specify in the space provided.

2

GENDER

Please answer this question by ticking the appropriate box.

3

MARITAL STATUS

Please answer this question by ticking the appropriate box.  

4

DISABILITY

Please indicate whether or not you consider yourself to have a disability by ticking the appropriate box.  A disability may be a physical or mental illness which has a long term adverse effect on a person’s ability to perform day-to-day activities.  Further guidance can be obtained from your local Employment Service office.

5

RELIGION

This may be defined by reference to religious belief or lack of religious belief.

Please answer this question by ticking the appropriate box.

6

Sexual Orientation 

Please answer this question by ticking the appropriate box.  If you tick other, please specify.

7

DATE OF BIRTH

Please answer this question by writing your Date of Birth excluding the day, ie Month and Year only, eg December 1972.

8

ADVERTISEMENT

Please state where you saw the advertisement for this post in the space provided eg Job Centre, Dundee Courier, etc.




