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GREATER MANCHESTER FIRE AND RESCUE SERVICE
PERSON SPECIFICATION FOR THE POST OF: Emergency Response Service Support Advisor
DIRECTORATE: Emergency Response

GRADE: C
	REQUIRED ATTRIBUTES
	METHOD OF ASSESSMENT

	Qualifications  


Essential

Educated to GCSE level or equivalent including Maths and English


	Application and certification



	Experience


Essential

Experience of establishing effective relationships with internal and external stakeholders.

Experience of delivering against agreed plans and timescales
Experience of using IT systems to support procedures 
Desirable
Experience of providing an administration service
Experience of organisational databases (i.e. Business World On, iTrent)

	Application and interview



	REQUIRED ATTRIBUTES
	METHOD OF ASSESSMENT

	Personal Skills/Qualities

Essential 

· Strong Customer Service Skills
· Ability to work on own initiative and as part of a team

· Highly organised with the ability to multi-task and prioritise workloads
· Ability to work to deadlines

· Ability to work under pressure

· Flexible and adaptable approach to work

· Excellent interpersonal skills

· Good oral and written communication skills
· Excellent telephone manner 
· Excellent IT Skills including Microsoft Powerpoint, Excel, Word and Outlook

· Ability to work accurately and methodically 
	Application and Interview

	REQUIRED ATTRIBUTES
	METHOD OF ASSESSMENT

	Special Requirements or Conditions:
Occasional travelling and peripatetic working will be required throughout 

the Service area.  The post holder must be able to willing and able to 

undertake these duties.
	




