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Job Description

Role Title NFCC Competence Co-ordinator

Department Service Delivery and Improvement - People, Culture and Leadership Hub

Responsible to NFCC Competence Programme Manager

Job Level Level 4

Summary Purpose

The fire and rescue sector is strengthening how it defines, develops, maintains and assures competence to
improve consistency, assurance and evidence that people have the knowledge, skills, experience and
behaviours required for the activities they undertake.

The NFCC Model of Competence provides the common structure for this work, including the competence
lifecycle of acquisition, development, maintenance and assurance. It supports NFCC-authored and assured
competence frameworks in nationally identified priority areas.

The NFCC Competence Co-ordinator will support delivery of the NFCC Competence Programme by co-
ordinating framework development, training tools, guidance and implementation products.

The post is not the strategic lead or national subject matter expert for fire service competence reform, but
requires a strong working knowledge of competence framework development, learning and development
practice and the fire and rescue sector context.

Key responsibilities / level of accountability for delivery

The postholder will support delivery across four connected areas of the Competence Reform Programme:

e implementation of the NFCC Model of Competence;
e development, testing and maintenance of NFCC-authored and assured competence frameworks;

e development of training tools, guidance, templates, learning materials and implementation
products; and

e sector change, engagement, communication, implementation and adoption.

At Level 4, the postholder is accountable for co-ordination, documentation, stakeholder liaison, information
management, action tracking and drafting programme products under the direction of the NFCC
Competence Programme Manager. The post does not normally include line management or direct budget
management, but will involve sensitive information and products that carry operational, reputational and
implementation risk.

Programme, governance and delivery co-ordination

e  Support planning, co-ordination and delivery of the Competence Reform Programme.
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Maintain programme plans, milestone trackers, action logs, decision logs, risk and issue logs and
dependency trackers.

Co-ordinate meetings and governance activity, including agendas, papers, notes, actions and
follow-up.

Prepare reports and updates for NFCC Boards, committees, national governance groups, senior
sponsors and working groups.

Collect, analyse and present programme information, including progress, feedback, implementation
risks, stakeholder issues and emerging themes.

Maintain accurate, accessible and version-controlled programme records in line with NFCC
requirements.

Identify and escalate risks, issues, delays, dependencies or stakeholder concerns promptly.

Sector Model of Competence and NFCC Hub support

Support delivery and implementation of the NFCC Model of Competence, including associated
guidance, explanatory products, implementation materials and engagement records.

Support NFCC Hubs to develop competence frameworks in priority areas identified through NFCC
Committees and national governance groups.

Co-ordinate subject matter expert input, development records, version control and feedback.
Support Hubs and framework authors to apply the Model consistently, including structure, levelling,
knowledge, skills, experience, behaviours, assurance and implementation considerations.
Maintain a clear record of framework priorities and track progress from scoping through drafting,
review, testing, approval, publication and implementation support.

Assist with alignment to national products including National Operational Guidance, Training
Specifications, Fire Standards, the Core Code of Ethics, the NFCC Leadership Framework,
Community Risk Management Planning and assurance requirements.

Competence framework development, training tools and guidance

Support NFCC Hubs to scope, develop, test, review and maintain NFCC-authored and assured
competence frameworks.

Contribute to drafting and refining competence framework content with the Competence
Programme Manager, NFCC Hubs, subject matter experts and framework authors.

Check framework content for consistency of structure, terminology, levelling, behavioural
alignment, accessibility, implementation considerations and cross-references.

Maintain working drafts, version control records, development logs, consultation logs, feedback
summaries, publication checklists and supporting guidance.

Co-ordinate development, review, testing and publication processes so agreed templates, timelines
and quality checks are followed.

Develop training tools, learning materials, slide decks, facilitator notes, explainers, FAQs,
implementation guides, templates, checklists and feedback tools.

Work with subject matter experts to turn technical content into clear, structured and usable
guidance for services.
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e Support transition of programme outputs into business-as-usual and identify opportunities to
improve usability, clarity and consistency.

Sector change, stakeholder engagement and implementation support
e Support engagement with subject matter experts, NFCC Hubs, fire and rescue services and
national stakeholders.

e Maintain records of engagement, consultation, service feedback, testing activity and
implementation learning.

o Help develop and maintain engagement plans, communications products, implementation trackers,
contact lists, feedback mechanisms and adoption support materials.

e Assist with briefings, reports, presentations, website content, consultation material and other
stakeholder-facing products.

o Work with NFCC communications, governance, policy, finance, programme support and delivery
colleagues to keep activity co-ordinated.

e Support commissioning, procurement and resource planning where required, including records,
deadlines and documentation.

e Promote consistency, transparency, equality, diversity and inclusion in programme documentation,
engagement and implementation products.

o Represent the programme professionally and support confidence in NFCC's approach to
competence reform.

Key outputs including typical timeframes

The post is primarily focused on short to medium-term delivery support, with contribution to longer-term
planning, implementation and continuous improvement.

Typical outputs include:
Competence framework products
Framework templates, working drafts, development logs, review records, feedback summaries, publication

checklists and implementation notes. Typical timeframe: aligned to framework development, testing, review
and publication cycles.

Training tools and implementation guidance
Learning materials, facilitator notes, slide decks, explainers, guidance, checklists and FAQs to support the

Model of Competence and associated frameworks. Typical timeframe: aligned to framework publication and
sector engagement cycles.

Framework quality and consistency checks

Structured checks of terminology, format, levelling, behavioural alignment, implementation guidance and
links to relevant national products. Typical timeframe: during drafting, review, testing and pre-publication.

Programme plans, trackers and reporting
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Programme plans, milestone trackers, action logs, risk and issue logs, decision logs, dependency trackers,
progress summaries and evidence packs. Typical timeframe: updated weekly, fortnightly, monthly and by
governance cycle.

Governance and meeting support

Agendas, papers, notes, action logs and follow-up records for NFCC Hubs, subject matter expert groups,
committees, Boards and national governance groups. Typical timeframe: before and after scheduled
meetings, with continuous follow-up.

NFCC Hub and Sector Model implementation support

Co-ordinated Hub support, framework development tracking, guidance, explanatory products, engagement
records and implementation materials. Typical timeframe: aligned to programme milestones and product
release cycles.

Stakeholder, learning and feedback products

Contact lists, engagement logs, consultation records, feedback summaries, implementation intelligence and
lessons identified. Typical timeframe: continuous, with updates for reporting cycles and after engagement or
testing activity.

Key Relationships

The post requires regular interaction with internal and external stakeholders. These relationships are
primarily focused on co-ordination, liaison, information gathering, documentation and follow-up, rather than
strategic ownership.

Key relationships include:

Internal NFCC relationships

e NFCC Competence Programme Manager, Director for Service Delivery and Improvement.

e NFCC Hubs, Operational Preparedness, Response and Resilience, National Operational Guidance,
Training Specification, Fire Standards and assurance colleagues.

e Communications, governance, policy, finance, programme support and delivery colleagues, and
relevant NFCC Boards, committees, working groups and task-and-finish groups.

Fire and rescue services

e Service representatives contributing to framework development, engagement, consultation and
implementation activity.

e Heads of training, learning and development, operational assurance, workforce, HR and
organisational development.

e Operational, control, prevention, protection and specialist capability leads, and service competence
implementation contacts.

Government, national, representative and professional bodies
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e MHCLG and other government officials, the Local Government Association, National Employers,
the Fire Standards Board, HMICFRS and devolved administration stakeholders where relevant.

e Trade union representatives, professional bodies, awarding organisations, Skills for Justice / Skills
for Justice Awards, training providers and sector partners.

Subject matter experts and delivery partners

e Operational and technical subject matter experts, framework authors and reviewers.

e Consultants, contractors, commissioned support and digital, data or learning system specialists
where relevant.

The postholder will need to build effective working relationships, communicate clearly, follow up actions,
maintain accurate records and support constructive engagement across a complex national programme
environment.

Education, Qualifications, Experience

Essential

e Experience of supporting development of frameworks, standards, guidance, training materials,
learning products or implementation tools.

e Experience of working with subject matter experts to gather information, structure content and turn
technical material into clear written products.

e  Strong organisational skills, including managing competing deadlines, maintaining accurate records
and supporting multiple workstreams.

e Experience of arranging, supporting and documenting meetings and maintaining programme,
project or product development documentation.

e Strong written, verbal and interpersonal communication skills, including drafting notes, summaries,
briefings, guidance, training materials and stakeholder communications.

e Good analytical skills, including collating information, identifying themes, summarising feedback
and presenting information clearly.

e Strong IT skills, including confident use of Microsoft Office and collaborative document
management systems.

e Ability to work independently on delegated tasks, escalate risks, issues or decisions appropriately,
handle sensitive information and maintain confidentiality.

e Commitment to equality, diversity and inclusion, with the ability to support accessible, proportionate
and inclusive programme products, guidance and engagement activity.

Desirable

e Experience of supporting programmes, projects, change activity, policy delivery, governance
processes or multi-stakeholder work.

e Experience in learning and development, organisational development, HR, training, workforce
development, professional standards or competence assurance.

e Experience contributing to competence frameworks, responsibility profiles, professional standards,
skills frameworks, learning pathways or assessment guidance.
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e Experience developing training tools, learning materials, facilitator notes, slide decks, guidance
documents, implementation products or stakeholder resources.

e Experience of working in, or with, the UK fire and rescue sector or another public service,
emergency service, regulated or safety-critical environment.

o Understanding of UK fire and rescue policy, governance, operations or assurance, and familiarity
with relevant national products such as National Operational Guidance, Fire Standards, Community
Risk Management Planning, the Core Code of Ethics or the NFCC Leadership Framework.

e Familiarity with programme, project or change management methods and experience supporting
consultation, engagement, implementation planning or collaborative platforms such as SharePoint
and Teams.

Qualifications
Desirable

e CIPD qualification in Learning and Development, Human Resources, Organisational Development
or a related discipline, for example CIPD Level 3 or Level 5, or equivalent experience.

e Qualification or training in instructional design, training design, learning needs analysis,
assessment, quality assurance, project management or change management.

e Relevant project, programme or change management qualification, such as PRINCE2 Foundation,
AgilePM Foundation, APM Project Fundamentals, Change Management Foundation or equivalent
practical experience.

Behaviours and Values

The postholder will be expected to demonstrate behaviours aligned to the NFCC Core Code of Ethics and
the NFCC Leadership Framework.

Key behaviours include:

* Putting communities first: Keeps public safety, service effectiveness and community outcomes central
to competence reform.

¢ Integrity: Acts with honesty, accuracy and professionalism, particularly with sensitive information,
programme records and stakeholder feedback.

* Dignity and respect: Builds positive relationships, listens to different perspectives and supports
constructive engagement.

» Leadership: Takes ownership of delegated tasks, follows through on commitments and contributes to
effective delivery.

 Equality, diversity and inclusion: Supports inclusive engagement and accessible, proportionate
programme products across different service contexts.

« Collaboration: Works effectively across organisational and professional boundaries, supporting shared
ownership of competence reform.

* Accountability: Maintains accurate records, tracks actions, escalates issues and supports clear decision-
making.
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* Learning and improvement: Uses feedback, evidence and reflection to improve programme processes,
products and ways of working.

* Political awareness and judgement: Recognises the sensitivity of the national environment and acts
with care, discretion and sound judgement.

* Innovation and pragmatism: Contributes practical ideas to improve co-ordination, engagement,
documentation and implementation support.
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