
RM/SCB

Roslyn Munro, Human Resources

6277

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

TAYSIDE FIRE AND RESCUE – GROUP MANAGER B VACANCY
Thank you for your interest in the above vacancy.

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

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

Sample Job Description 

Person Specification

Please ensure your completed forms are returned to the Human Resources Department, Tayside Fire and Rescue Headquarters, Blackness Road, Dundee, DD1 5PA by 5pm on Monday 26 October 2009.

Yours faithfully
[image: image1.wmf]
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.  


	POST:
	Group Manager B
	LOCATION:
	Tayside Fire & Rescue



	SECTION 1:  PERSONAL DETAILS:
	
	

	Surname & Initials
	     
	Telephone Numbers:

	
	
	
	

	Address
	     
	Home
	     
	

	
	
	
	
	
	

	
	     
	Mobile
	     
	

	
	
	
	
	
	

	
	     
	
	
	

	
	
	
	Current Full
	
	

	
	     
	Post Code
	     
	Driving Licence
	      Yes  FORMCHECKBOX 
  
	No  FORMCHECKBOX 
   *

	
	
	
	
	
	

	Email Address
	     
	
	



	SECTION 2:  JOB SHARING/PART TIME

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

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

	
	

	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:

	Further Education/Continuing Professional Development (with dates)

	


	Other Training/Job Related Courses (with dates)

	     


	PLEASE CONTINUE ON SEPARATE SHEET AS NECESSARY
	* Select as appropriate

	
	




	SECTION 5:  EMPLOYMENT HISTORY

	

	PRESENT EMPLOYMENT

	

	Post Title
	     

	

	Employer's Name and Address
	     

	
	     

	

	Date of Start
	     
	Date of Finish
	     

	
	
	(if appropriate)
	

	

	Please outline your main duties:-  

	     


	

	SECTION 6:  PREVIOUS EMPLOYMENT  Please provide details of all your previous fire service work history. 

	

	Employers Name and Address
	Post Title and Brief Outline of Duties
	Dates From/To

	     
	     
	     

	
	
	
	



PLEASE CONTINUE ON SEPARATE SHEET AS NECESSARY
	SECTION 7:  ADDITIONAL INFORMATION

	

	Use this section to highlight any knowledge or skills you consider relevant to the role.  You may use examples both within and outwith the workplace utilising experience gained through voluntary work, hobbies , community activities or through domestic or family experience.  In particular you should give examples of where you have respected and embraced diversity; worked with and developed others; and effectively planned a longer-term project.  Please continue on a separate sheet if necessary.

	     



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  FORMCHECKBOX 
  No  FORMCHECKBOX 
 *

	

	

	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  FORMCHECKBOX 
  No  FORMCHECKBOX 
 *

	

	

	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



	
	CHARACTER REFERENCES:- Please complete this section naming two persons who must not be related to you but one should be your present employer (if employed).  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 select 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, 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:
	17 00 hours 26 October 2009
	

	
	
	
	
	



* Select as appropriate

TAYSIDE FIRE AND RESCUE BOARD

JOB DESCRIPTION

GROUP MANAGER B

COMMUNITY SAFETY MANAGER
JOB DESCRIPTION PURPOSE

This job description forms part of your contract of employment with Tayside Fire and Rescue.  It also reflects the core values and competencies within the Rolemap of a Group  Manager as outlined within the National Joint Council (NJC) scheme of conditions of Service 6th Edition 2004.

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 Community Safety for working with the Community Safety  department to ensure that all departmental services are delivered by a competent workforce in accordance with the values and beliefs of the community. 

LINE MANAGEMENT RESPONSIBILITY

The post holder has line management responsibility for:

Station Manager Emergency Planning

Station Manager 1 

Station Manager 2 

Station Manager 3 & 4 

Station Manager 11

Station Manager 21

Watch Manager Staff (Community Safety)

KEY RESPONSIBILITIES

The post holder should strive to meet the departmental objectives through the implementation of prevention and intervention activities that:

· Provide guidance to the department for the implementation and interpretation of departmental and organisational policies and procedures.

· Ensure effective workforce planning is continually undertaken to meet service delivery needs.

· Ensure that performance measures of the department are continually reviewed and updated.

KEY DUTIES

1. Ensure adequate resources are provided to meet Community Safety needs and, where deficiencies are identified, reallocate existing resources.

2. Manage and review Community Safety revenue and capital budgets to optimise cost effectiveness of departmental activities to inform the service planning process.

3. Provide assistance as to the planning and implementation of the Community Safety strategy and activities in a manner that is consistent with overall aims and objectives of the organisation.

4. Research and report on future changes to the Community Safety department as a result of changes in legislation, local and national best practice both within and external to the Fire and Rescue Service, and ensure that these are featured into the planning of the department’s strategy, resource and procedures.

5. Manage personal workload to achieve departmental objectives and take responsibility for own effective performance ensuring that work is in accordance with articulated expectations.

6. Co-ordinate projects to meet organisational objectives in agreement with stakeholders.

7. Develop and monitor information management and communication systems to support service delivery objectives.

8. Engage with other departments, organisations and community groups as necessary to ensure efficient and productive relationships that support the department’s aims and objectives.

9. Evaluate performance of the department against indicators to ensure continued improvement and produce reports as required.

10. Lead, monitor and support personnel to resolve operational incidents (including simulation exercise).  Prepare reports and recommendations on operational incidents and supply statements as necessary.  

11. Promote and manage diversity and ensure that all personnel are treated with dignity and respect and take action to embed a fair and ethical approach within the organisation in all situations and challenge all unacceptable behaviour.

12. Ensure that productive conditions are maintained for the health, safety and welfare of personnel within the department through liaison with other departmental managers and that all accidents within the department are fully investigated in a timely manner and appropriate actions taken.

13. Ensure that the occupational health and wellbeing of personnel is maintained through effective monitoring and support and that attendance of personnel is effectively monitored and managed taking action where necessary.

14. Recruit, select and develop personnel to meet organisational service planning needs.

15. Develop, monitor and appraise personnel of their performance in order to achieve departmental aims and objectives.

16. Manage discipline and grievance issues within the department and  take action as appropriate including hearing discipline and grievance issues when required.

17. Where directed represent the department and Tayside Fire and Rescue at relevant meetings and functions.

TAYSIDE FIRE AND RESCUE

PERSON SPECIFICATION – GROUP MANAGER B

	
	Essential Requirements
	Method of Testing
	Desirable Requirements
	Method of Testing

	Health and 
Physical Attributes
	Meet the medical requirements of the post.
	Medical examination carried out by Occupational Health Advisor.  

(External Candidates)

	
	

	Occupational Qualifications
	
	
	Educational qualification to HND/Degree Level.
	Application Form/Interview

	Occupational Experience
	Hold the substantive rank of Station Manager 
	Application Form
	Working in partnership with other Fire and Rescue Services or a variety of agencies including minority groups
	Application Form/Interview

	
	Knowledge of principles of Best value


	Application Form/Interview
	Corporate Membership of Institution of Fire Engineers or equivalent
	Application Form

	
	Knowledge and understanding of the Community Safety Agenda 
	Application Form/Referees Report
	Awareness of political and other issues affecting the Fire  and Rescue Service in Scotland and throughout the UK
	Interview

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

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

Presentation (at interview)
	
	

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

	
	Dynamic manager with capable of motivating and inspiring others.
	Application Form/Interview
	
	




	
	Able to demonstrate sound leadership skills and abilities
	Application Form/Referees Report
	Ability to work under pressure and to delegate appropriately
	Interview

	Equality and Diversity
	Commitment to principles of fairness and dignity at work and ability to demonstrate understanding of what that requires.
	Application Form/Interview
	
	

	Management
	Experience of staff performance measurement and review systems
	Application Form/Interview
	Setting and monitoring of objectives.
	Interview

	
	Extensive knowledge and understanding of successfully managing a wide variety of operational incidents.
	Interview
	
	


	TAYSIDE  FIRE  AND  RESCUE  BOARD

EQUAL  OPPORTUNITIES  IN  EMPLOYMENT  MONITORING  FORM

Application for the post of  GROUP MANAGER B

Ref No:        


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

Yes FORMCHECKBOX 
 No FORMCHECKBOX 

Are you related to any elected member or principal officer of Tayside Fire and Rescue Board?

Yes FORMCHECKBOX 
 No FORMCHECKBOX 

Select 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.




