


	County Durham and Darlington Fire and Rescue Service
 
Job Description


	
Job title:   

	
Local Resilience Forum (LRF) Admin and Training Support

	
Directorate:

	
Emergency Response

	
Responsible to:

	
LRF Manager

	
Location:	

	
Service Headquarters up until permanent move to Spennymoor Fire Station prior to July 2026

	Purpose of the job: 

To work within the LRF core team supporting training, exercising and governance. 
The purpose of the role is to undertake the administration of County Durham and Darlington LRF meetings ensuring timely meeting invites, information sharing, note and minute taking; ensuring the efficient running and provision of secretarial / administrative systems.
The role also involves supporting the administration of training and exercising, including arranging training, catering, events and more and maintaining the calendar of events. 


	Context of the role: 

· County Durham and Darlington Fire and Rescue Service is working to protect and improve the resilience of our communities.

· The post-holder operates within a framework provided by the Service’s plans, policies and procedures and financial regulations. 

· The Service expects the highest standard of communication and conduct from all staff. Respect for confidentiality is essential in this role.

· All personnel are expected to participate positively in the appraisal process, to undertake relevant training and development activities to improve their work performance, and to contribute to the training and development of others.

· The post-holder will be expected to promote the Service’s policy of equality and fairness, both within the Service and externally, to demonstrate commitment to anti discriminatory practice in all of the Service’s activities. 

· The post holder will be expected to practice and promote the health and safety policies of the Service.  

· The post-holder will be expected to promote the Service’s policy of equality and fairness, both within the Service and externally, to demonstrate commitment to anti discriminatory practice in all of the Service’s activities. 

· The post-holder will be expected to abide by the Core Code of Ethics and the Services Values and behaviours framework. 

· The post-holder will be required to undertake a BPSS prior to confirmation of appointment. 

· The post-holder will be expected to share the commitment of County Durham and Darlington Fire and Rescue Service of safeguarding and promoting the welfare of children and vulnerable adults. This includes disclosing any criminal convictions (both spent and unspent) including driving offences, cautions and/or reprimands and adhere to any requirements for relevant Disclosure and Barring Service (DBS) checks.




	Key Responsibilities and Duties

	1
	Programme the frequency of all LRF meetings ensuring timely meeting invites, information sharing, note taking (minutes and action logs) and forward look of dates, working in collaboration with neighbouring LRFs.

	2
	Provide administration support to the LRF core team and LRF working groups.

	3
	Provide administrative support for LRF governance and training documents and events.

	4
	Coordinate multi-agency LRF training courses through booking training providers, liaising with course attendees, venues and catering.

	5
	Represent the LRF core team at relevant meetings, training events, exercises and workshops. Assist in the organisation, set-up and close-down of events, ensuring their efficient and professional delivery.

	6
	Support the finance functions of the LRF and training courses including raising and receiving budget purchase orders and invoices.

	7
	Administer the CDDLRF Resilience Direct pages.

	8
	Monitor and update administrative systems, procedures and policies.

	9
	Ensure actions are logged and recorded effectively, and the action tracker is maintained.

	10
	Monitor and maintain the list of emergency plans and protocols to ensure they remain current and up to date.

	11
	Monitor and manage the LRF inbox emails during office hours.

	12
	Review, update and maintain accurate LRF contact details, including distribution lists and emergency contact details.

	13
	Carry out audits for LRF documents and membership lists.

	14
	Coordinate and distribute of the Training and Exercising calendar working collaboratively with partners and neighbouring LRFs. 

	15
	Deputise for the LRF core team when required.

	16
	During working hours, as requested, assist in and support the activation and coordination of the response to a major emergency in the LRF area or affecting LRF partners. If requested provide LRF presence within an SCG/TCG in support of the Chair.





Signed by employee	  				

Employee’s name	   					Date				

Signed by line manager 				 

Line manager’s name						Date					

	County Durham and Darlington Fire and Rescue Service

Conditions of employment summary

Local Resilience Forum (LRF) Business Support


	
Employed under:

	National Joint Council for Local Government Services

	
Grade:

	Grade 4

	
Current salary range:

	£26,427 - £26,827

	
Salary payment:

	You will be paid on the last working day of each calendar month, directly into a specified bank or building society account.

	
Hours of work:

	37 hours per week, worked over 5 days, (Mon -Fri). A flexible working system is in operation. The actual pattern of working will be set with the line manager.

	
Annual leave:

	The annual leave year runs from 1 April to 31 March. Entitlement will be 27 working days per full leave year, rising to 32 days after five years continuous service. Statutory Bank Holidays are additional to these entitlements.

	
Probationary period:

	6 Months

	
Contract status:

	Permanent

	
Notice period required from employee:

	One month in writing.

	
Pension scheme:

	The post holder will be automatically enrolled in the occupational pension scheme but will have the option to opt out.

	
Sickness payments:

	Dependent on length of Service, up to a maximum of 6 months full pay and 6 months half pay.

	
Allowances:

	
Not applicable. 










	
County Durham and Darlington Fire and Rescue Service
Person Specification
Local Resilience Forum (LRF) Admin and Training Support


	
	Essential
	How Measured
	Desirable
	How Measured

	
Qualifications/
Attainments
	
· A good general standard of education (including English language and mathematics).
· Business Administration Qualification or working towards or similar

	
Application Form / Interview 

	

	
Application Form
Certificates 


	
Work Experience
	
· Competent in the use of Microsoft Office applications. 
	
Application Form / Interview 

	
· Experience of working in a busy, multi-tasking environment.
· Experience of administering and minuting meetings. 

	
Application Form / Interview

	
Knowledge/ Skills 
	
· Good interpersonal and communication skills
· Good organisational skills.
· Ability to prioritise workload.
· Ability to work to deadlines 
· Work well on own initiative as well as within a team. 
· Able to build effective relationships.
· Attention to detail.
· Ability to understand and respect the need for confidentiality.

	
Application Form / Interview / References
	  
· Effective administrative, organisation skills. 



	
Application Form / Interview 


	

Personal Qualities
	
· A capable and common-sense approach.
· Honest and trustworthy.
· Ability to be flexible and adaptable.
· Enthusiastic and motivated.
· Ability to work in harmony with others.
· Eager and willing to add to knowledge and skills. 
· Able to work alone or as part of a team. 
· Ability to handle a variety of issues simultaneously.

	
Application Form / Interview / References 

	
· Able to work unsupervised and manage own workload. 
· Ability to deal confidently with a wide range of information and queries.


	


	Expected behaviours
	Demonstrate ability to:

· Approach challenges with:
Flexibility, enthusiasm, motivation, passion, determination and resilience
· Conduct themselves in a manner that is:
Honest, trustworthy, reliable, accountable, consistent and respectful 
· When collaborating with others:
Be approachable, supportive, encouraging, inclusive and show we value our own development and that of others
· Drive change across the Service by being:
Creative, resourceful, courageous, original, clear and focussed
	

Interview /
References

Interview /
References

Interview /
References


Interview /
References

	
	

	
Additional Requirements


	· Flexible with regard to working hours.

	Application Form
References

	
	









