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Job Description and Person Specification
 


Senior Technician 

	Department 
	Norfolk Fire & Rescue Service

	Service 
	Trading Standards

	Grade
	Scale H 

	Reports to
	Norfolk Calibration Services Deputy Manager

	Responsible for 
	Operational service - Norfolk Calibration Services (traded service)

	GR reference
	GR5265 



	Job Purpose 

	Under our ISO17025 UKAS accreditation and ISO9001 certification you will deliver the full range of calibration, testing and hire activities at our facility or at customers’ premises throughout the UK.
You will inspect items on receipt and create the technical files for the further processing of the jobs, ensuring that the contractual requirements are met and the items are assessed against the correct specifications. 
You will perform all activities in accordance with our ISO17025 UKAS accredited and ISO9001 certification approvals, ensuring that accurate technical records are created, maintained and updated, whilst creating and authorising certificates/test reports that are accurate and compliant with the requirements of our ISO17025 UKAS accreditation and ISO9001 certification approvals, legal metrology, and international standards. 

	Context 

	Norfolk Calibration Services are a Traded Service responsible for delivering high quality and accurate calibrations of weights and other weighing and measuring equipment to customers across the UK and Europe.
NCS deliver UKAS ISO17025 accredited, ISO 9001 certified, and legal metrology services, to ensure businesses and other agencies can, as part of the manufacturing or due diligence processes, achieve compliance with regulatory requirements and national/international standards.
This is a key role delivering all our certified and accredited activities to ensure we achieve our overall aims and objectives.



	Accountabilities 

	Perform the full range of ISO17025 UKAS accredited and ISO9001 certified calibration, testing and hire activities, and conformity assessment of weighing and measuring equipment under the auspices of the EETSA Approved Body, in the NCS laboratories and at customers’ premises, and generate accurate technical records, including their assessment and evaluation, and subsequent creation and authorisation of certificates of calibration, technical/test reports, and certificates of conformity, and generate invoices for work performed to ensure full cost recovery and income received.

	At each step of the process, ensure all data is captured and generated in accordance with the Quality Management System requirements, so that it is accurate and relevant to the items, eg calibration forms, certificates and test reports, invoices, systems, and contract review records are comprehensively and contemporaneously recorded.

	Respond to technical queries from customers relating to the full range of ISO17025 UKAS accredited and ISO9001 certified activities, to assist customers in achieving compliance with UK and international standards, legal metrology and other requirements, whilst ensuring advice given is timely, accurate and in appropriate format.

	Respond to customer requests, including liaising with customers to ensure their expectations are met or exceeded, and service targets achieved.

	Respond to requests for quotations for the full range of ISO17025 UKAS accredited and ISO9001 certified activities, ensuring customer requirements are fully understood to enable accurate assessment of their requirements against our scope, and for provision of accurate quotes or service contracts in appropriate formats. 

	Comply with NCS Quality Management System, UK and international standards, and legal requirements for all activities, ensuring quality, accuracy, impartiality and confidentiality is maintained at all times.

	Upon receipt of items into the laboratories, evaluate items to ensure contractual obligations can be met and the items are appropriate for intended purpose/calibration/test.  

	Perform conformity assessment of weighing and measuring equipment under the auspices of the EETSA Approved Body, including the creation of technical records 

	Adhere to Health, Safety and Wellbeing policies and instructions to ensure safety of all personnel, including active participation in health and safety reviews, and compliance with customer specific requirements.

	Manage and coordinate the delivery of assigned projects/contracts to meet service or customers’ contractual requirements.



Person specification

	Skills and abilities

	Essential 
Excellent customer service skills including ability to deal with a wide range of individuals and businesses.
Activities are performed efficiently and effectively with an ethos of right first time, every time in accordance with the Quality Management System, and continuous improvement is embraced and demonstrated.
Ability to work at pace, whilst maintaining a methodical and customer focused approach to planning and organisation.
Enthusiastic, self-motivated, and willing to meet or exceed performance targets.
Use a range of measuring and testing instruments.
Able to effectively prioritise own workload, often under pressure, in accordance with customer demands and contractual arrangements.
Flexible and adaptable.
Good written and oral communication skills.
Good IT skills – MS Suite
Experience of manual handling techniques and associated health and safety practices. 
Desirable
Experience of driving a range of vehicles including light commercial vehicles.
Experience of using handling equipment such as hoists, stacker trucks, rider operated forklift trucks etc.

	Knowledge/Experience

	Essential 
Experience in an accredited and/or certified laboratory and/or the ability to demonstrate a good understanding and application of Good Laboratory Practice and/or Good Manufacturing Practice and relevant international standards applicable to activities performed.
A good understanding of quality assurance, quality control and quality management.
Experience of dealing with a wide range of customers and suppliers within a traded service.
Experience of calibration, testing or conformity assessments, in particular weights/mass, weighing or torque.
Desirable
Experience of, or interest in, electronic engineering.

	Mandatory Qualifications

	Good standard of general education equivalent to NVQ Level 3, with two level 1-3 in subjects including Mathematics and a Science based subject.



	Other Job Information 

	Travel is required, as activities are performed at customer sites across the UK eg care homes, laboratories, manufacturing plants (food, chemicals etc), research and development institutes.
A high degree of manual handling, some heavy, is required due to the nature of the equipment submitted/utilised.
Participation in activities outside normal operating hours when required.  This may include early starts or finishes, weekend working and periods outside of Norfolk.
The role involves visiting premises hosting children and vulnerable adults, and other premises that require enhanced security clearance.  Satisfactory clearance for the following is required as a minimum:
· DBS - Enhanced
· Police clearance - NPPV2
You are required to travel as part of your duties.  You will be responsible for your own travel arrangements, and these must be carried out in the most cost effective and efficient way to perform your job, normally utilising NCC owned or hired vehicles. If you use your own vehicle for work purposes your insurance policy must cover you for this purpose (and carrying passengers, if applicable).  




The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.

General Information
The job description details the main outcomes of the job and will be updated if these outcomes change.

All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regard to the needs of our customers and the diverse community we serve. 

Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.

Rewards and Benefits at Norfolk County Council

We offer a range of benefits working for Norfolk County Council, visit our Rewards and Benefits page to find out more. 

To view further information visit our Recruitment information for candidates pages.
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