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Post SpecificationBusiness Support



	Date
	May 2026

	Post Title
	Fire Protection Co-ordinator

	Job Family Role Profile
	Business Support

	Final Grade
	Grade 6

	Reporting to 
	Fire Protection Team Leader


To be read in conjunction with the job family role profile

	Purpose of this post 

	 The Fire Protection Co-ordinator is responsible for assisting the Protection team in the delivery of the Service’s  Fire Protection activities including the Risk Based inspection Program, Fire interventions program and customer queries and complaints.  The postholder will contribute to work planning and resource allocation, maintaining accurate records of resources and workloads allocated. They will ensure tasks are carried out within agreed timeframes and service delivery is effective.



	Key job specific accountabilities

	1. Undertake a range of duties commensurate with an Administration role to support the department’s goals and objectives, in accordance with CFRS policies and procedures, and participate in a team-based environment.

2. Co-ordinate and facilitate the Fire Protection Team, including booking audits, managing and organising the technical inboxes, arranging meeting dates and booking venues, taking minutes and ensuring that follow up actions are taken.

3. Support the operational function of the Protection department by assisting with the production, maintenance and updating of documents, performance reports and communication materials, including inputting and processing data, preparing, analysing and distributing reports and information, and taking follow up action where necessary, in a timely manner. This will typically include:
· Fire Safety events and campaigns e.g. liaising with corporate comms, developing marketing emails 
· Home Office returns
· Maintaining training records
· Liaising with relevant stakeholders 
· Creating and issuing supporting documents 

4. Support in the administration of the departments data management system to include:
· Creating and updating job codes 
· Create, update, remove template letters and paragraphs
· Extracting data
· analysing data for consistency/accuracy and correcting where applicable
· Identify issues and take appropriate action 
· User support for protection officers 
· Liaising with relevant stakeholders 

5. Action internal and external enquiries as and when appropriate, escalating/referring to the appropriate member of the Protection team or other departments within the Service, as necessary.

6. Liaise with other departments within the service, external agencies and other third-party contacts, as and when directed, or when required.

7. Undertake other tasks as required by the Protection department and any other duties associated with support of the function.

8. Carry out duties at the main place work and/or other locations as required.

9. Maintain security and confidentiality of information, whether computer based or otherwise, in line with legislation, especially GDPR and Service Policies.

10. Actively promote the Service’s core values and comply with Equality and Diversity and all Service policies.



	Please note annual targets will be discussed during the appraisal process

	Key facts and figures of the post

	Budget Responsibilities
	· None

	Staff Management Responsibilities
	· None

	Other
	· Information – including but not limited to records on data and performance management systems.
· Equipment – ICT equipment

	Essential Criteria - Qualifications, knowledge, experience and expertise

	Qualifications
· NVQ Level 2 in Business Administration or equivalent experience / qualification - Desirable
· SFJ Awards Level 3 Certificate In Fire Safety (Fire Auditors) – Desirable

Experience
· Relevant recent experience of providing administrative and clerical support to managers
· Experience of customer service provision and arranging appointments
· Willingness to undertake further training

Knowledge
· Understanding of administrative systems and ability to follow established procedures
· Has an understanding of Information Governance for the purpose of Free of Information and Subject Access requests.
· Knowledge of Fire Safety legislation – Desirable

Skills
· Good organisational skills including the ability to co-ordinate activities, anticipating difficulties and taking corrective action
· Attention to detail with the ability to analyse and collate information and data, and develop and maintain accurate systems
· Able to prioritise tasks and act on own initiative, as appropriate, dealing with conflicting priorities and demands within allocated timescales
· Effective written and verbal skills with the ability to communicate with internal users and external agencies
· Ability to deal with sensitive issues, maintaining confidentiality at all times.


	Disclosure and Barring Service – DBS Checks

	· This post requires a DBS check. 
· The level of check required is: 
· DBS Standard 

	Job Working Circumstances

	Emotional Demands
	· There may be occasions where you are required to proof read reports that maybe upsetting in nature.

	Physical Demands
	· Normal demands

	Working Conditions
	· Working from one of the four Protection offices

	Other Factors

	· None
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