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Job Description

Job title:		Fire Safety Support Officer

Reports to: 		Fire Safety Adviser

Department/School:	Health and Safety Department

Grade:			6

Purpose of the role

The post holder reports to the Fire Safety Adviser and is responsible for providing a professional advisory and training service on a range of fire safety issues affecting the university. They support the implementation of fire safety policies and procedures and contribute to maintaining compliance and promoting best practice across the institution.

Line management responsibility for: Not applicable

Main areas of responsibility:

· Maintain and operate administrative systems that support effective communication and coordination of fire safety matters throughout the university.
· Assist in implementing risk-based fire drills and emergency evacuation procedures by coordinating with Estates and Facilities staff, departments, and schools, supporting effective communication and record-keeping.
· Contribute to the development and management of the Health and Safety Department by supporting fire safety initiatives and collaborative projects.
· Deputise for the Deputy Head of Fire Safety when requested by the Fire Safety Manager/Head of Fire Safety, supporting continuity of advisory services and operational fire safety activities.
· Maintain effective liaison with and provide training and advice for Department/Schools fire safety, fire wardens and building evacuation controllers.
· Deliver Fire Warden/Building Evacuation Controller/First Responding/Evacuation Chair/Drag Mat & Stairclimber/Practical Fire extinguisher training.
· Provide professional advisory assessments for Personal Evacuation Emergency Plans (PEEPs).
· Undertake statutory Evacuation Chair and Fire Extinguisher maintenance.

General responsibilities

These are standard to all University of Brighton job descriptions.
· To undertake other duties appropriate to the grade and character of work as may be reasonably required, including specific duties of a similar or lesser grade.
· To adhere to the University’s Equality, Diversity, and Inclusion Policy in all activities, and to actively promote equality of opportunity wherever possible.
· To be responsible for your own health and safety and that of your colleagues, in accordance with the Health and Safety at Work Act.
· To be responsible for safeguarding data in accordance with Data Protection legislation and to work in accordance with the responsibilities and reporting requirements set out in University Data Protection and Information Security policies.


Person Specification

The person specification focuses on the knowledge, skills and abilities, qualifications, and the experience required to undertake the role effectively. Please ensure that your application demonstrates how you meet the essential criteria. You will be assessed by your completed application form (A), at interview (I) and in some instances through an exercise (E); these are shown at the end of each criteria.
Essential Criteria

	Knowledge, skills, and abilities

	· Ability to interpret complex legislation and produce effective guidance on interpretation and implementation. (A, I)
· Ability to work as a team member. (A, I)
· Highly developed communication skills, able to present complex information to a range of audiences in a clear and compelling way. (A, I)
· Able to work independently using own initiative, as well as part of a wider team, sharing good practice and taking a proactive and practical approach to problem-solving and operational implementation. (A, I)

	Qualifications

	· Evidence of significant qualifications or training in fire safety and emergency planning matters and membership of relevant professional body. E.g. IFE Level 4 Certificate in Fire Science and Fire Safety.  Where candidates do not hold this qualification but can demonstrate supporting competencies relevant to this post, support will be given to attain the qualification as soon as possible. (A)

	Experience

	· Experience of fire safety and emergency planning activities in a complex organisation and/or situations. (A, I)
· Experience of organising and delivering fire safety training. (A, I)
· Experience of fire auditing and inspection programmes. (A, I)
· Extensive knowledge of legislation and best practice related to fire safety. (A, I)

	Managing people

	· Not applicable

	Physical demands and/or other requirements

	· The role may involve physical tasks, such as lifting items in accordance with manual handling procedures and using appropriate equipment as specified in risk assessments.(I)
· Candidates must demonstrate a commitment to equity and creating an inclusive environment proportionate to the level of the role (I)




Additional Information

· Any appointment is generally made at the bottom of the salary range for the grade dependent upon experience and previous salary.
· The University of Brighton welcomes job sharers. Job sharing is a way of working where two people share one full-time job, dividing the work, responsibilities, pay, holidays, and other benefits between them proportionate to the hours each works, thereby increasing access to a wide range of jobs on a part-time basis. The advert for the post for which you are applying will indicate whether applications from job sharers can be considered (this may not be possible for a post that is already part time for example). Refer to the ‘Balancing Working Life’ section on our website here: Benefits and facilities.
· Annual leave entitlements are shown in the table below and increase after 5 years’ service. In addition, to the eight Bank Holidays, there are university discretionary days between Christmas and New Year. All leave, including bank holidays and discretionary days, is pro-rated for part time employees.


	Grades 
	Annual entitlement per grade 

	1-9 
	30 days 

	Band 10 and above 
	30 days 




· More information about the department/school can be found here Professional Services Departments or here Academic Departments. 
· Read the University’s Strategy
· The University has an attractive range of benefits, and you can find more information about them on our website.
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