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Personal Role Profile

	Role Title:
	Hub Manager (Stockton & Hartlepool District)
	Reporting To:
	District Manager

	Location:
	Stockton & Hartlepool District
	Role/Grade:
	F

	Purpose of Role:
	As a member of the District Management Team the post involves management of Hub Personnel and activities.

	Key Responsibilities 

	            Hub Manager 

· Manage local compliance with all service policy, guiding frameworks and legal requirements 
· Manage Compliance, Communication and achievement of the Brigades Vision, Strategic Goals and PRIDE Values
· Manage the Health and Safety of self and others at work in line with your responsibilities under the Brigades H&S Policy, ensuring the completion of Activity Risk Assessments, conducting investigations, taking actions to prevent future occurrences, compiling and presenting reports as required 
· Manage Brigade safeguarding including receiving reports of potential safeguarding, assessing information, ensuring that appropriate actions and referrals are taken in accordance with Brigade Guidance and Procedures
· Manage Communication, through brigade processes and upon request, providing information in required form for Hub, District, Directorate and Brigade needs. 
· Manage People through requirements within the Health & Well Being strategy, in particular compliance with Sickness Absence Management Policy and ensuring that appropriate actions are taken to manage individuals situations and support staff as required
· Manage People and Information through mentoring, supporting and assessing performance through completion of Personal Development Plans, managing respective recording systems in accordance with Learning & Development Procedure 4, Personal Development Reviews requirements
· Managing Information and People through Quality Assurance, include Assessment and Verification of PDR’s 
· Managing Performance and Development of Teams and Individuals through completion of Personal Development reviews as a line manager, and ensure PDR completion for all under their overall responsibility, collating Hub requirements for the District annual development requirements submission, to ensure effective Hub staff skills maintenance 
· Managing People and Information through actions detailed within Brigade Discipline and Grievance policy, as required
· Manage Information and Assessment processes through recruitment and selection processes as required
· Manage workload of volunteers assigned to support the Hub staff in carrying out their activities. Ensure volunteers have the appropriate training and clearance before they commence support activities with the Hub’s.
· Manage Hub resources including premises, vehicles, equipment and consumables, including defect and replacement processes and maintenance, testing and cleaning regimes 
· Managing People and Information through overseeing the Hub premise with Contractors and Estates Manager on any issues

· Assist with the management of Brigade finances through the authorisation of all financial claims, 
· Managing People through direct line Management of Advocates, Schools Education Coordinators, Home Safety Officers, and Operational Modified staff.

· Manage Information through the provision and/or presentation of information to the District Manager and Director of Community Protection as required including monthly, quarterly and annual performance.
· Manage Information, Performance and Yourself through assisting the District Manager when required, including assisting or deputising at meetings, and the attendance at external Local and Strategic Partnership meetings 
· Manage Yourself, Information, People and Resources through maintaining and developing relationships with DM and our other District SMs, Watch Managers, Hub Managers, and Departmental Managers (as required) to develop, implement or manage Activities, Initiatives, Projects, including Campaigns, Rebuild & Refurbishment Projects, Watch Managers meetings etc.
· Manage projects and workloads identified through the District Manager 
· Manage Yourself through effective attendance at meetings, training and development programmes as required
· Manage Yourself, Information and development activities through achieving and maintaining competence in relevant skills and knowledge aligned to key responsibilities.
· Manage our workplaces to support and promote safe and healthy working environments, equality and diversity, respect and dignity for of our local communities in line with Brigade Values and Policy
· Deputies for the HUB Manager in other Districts during periods of absence such as annual leave or sickness absence in relation to the management of buildings facilities and staff accordingly as per 1-23 above.

Corporate
1. Take reasonable care of own health and safety and co-operate with management, so far as is necessary, to enable compliance with health and safety policies and legislative requirements.

2. Promote equality and diversity including implementing and communicating the organisation’s values and expectations.

3. Apply Best Value and continuous improvement principles into organisational functions and activities.

4. Ensure that self and directly managed staffs continually develop to improve organisational performance.

5. Attend external bodies, national committees or working groups as required.

6. Network with peers and central bodies to capture and learn from good practice.

7. Take part in Personal Development Reviews and complete Personal Development Records in accordance with Brigade procedure

8. Maintain relevant skills and knowledge aligned to key responsibilities and National Occupational Standards to determine continued maintenance of competence in role.
Uniform
9. The person appointed to this post is required to wear the Brigade’s Corporate Wear uniform in line with the Brigade’s Dress and Appearance Policy.



	Role Map of National Occupational Standards
	Nos
	Modules

	
	
	

	Cleveland Fire Authority Vision Statement 

	Our Vision for 2018-2022 is that we have built a sustainable future and:
· Make a positive difference to the safety and quality of life of every local citizen; and the places where they live and work

· Deliver services by people who are professional, proud and passionate

· Are nationally recognised as being high performing and innovative; and internationally renowned for being able to reduce risk in business, industry and the home

	Cleveland Fire Brigade Values

	Protect – putting safety first. Protect ourselves, the community, the organisation and the environment from all avoidable harm.

Respect – respect ourselves; our colleagues; our community; our heritage; our property; our organisation and our environment.

Improvement through learning – learning from our own and others experiences to continuously improve service delivery.

Demonstrate efficiency – doing the right things well by maximising the use of resources, being financially prudent and achieving continuous improvement.

Engagement – understand and engage our communities in order to provide the most appropriate range of services to significantly contribute to improving their quality of life.

	Strategic Priorities

	· Safer, Stronger Communities
· A Proud, Passionate, Professional and Inclusive Workforce

· Efficient Use of Resources

	Personal Qualities and Attributes (PQAs)

	Commitment to Diversity and Integrity Promotes and manages diversity and demonstrates a fair and ethical approach in all situations

Openness to Change Proactively supports change, seeking opportunities to promote improved organisational effectiveness

Confidence and Resilience Consistently projects and promotes a confident, controlled and focused attitude in highly challenging situations

Working with others Leads, involves and motivates others both within the Fire & Rescue Service and in the community 

Effective communication Communicates effectively, both orally and in writing

Commitment to Development Committed and able to develop self, individuals and teams to improve organisational effectiveness

Problem Solving Understands and applies relevant information to make appropriate decisions which reflect key priorities and requirements

Situational Awareness Maintains an active awareness of the environment to promote safe and effective working

Commitment to Excellence Leads groups to achieve excellence by the establishment, maintenance and management of performance requirements

Planning and implementing Creates and implements effective plans to deliver a range of organisational objectives
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