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T: 01473 255552



Skill Manager

e Within Global Navigator Menu

e Click onto Training button

Training

Training will now appear in your toolbar at the top of the screen

e Click onto Training
e Scroll down to Administration

e Click onto Skill Manager

The Skill Manager window will open

Training  Wwindow

Training planner...

Training instructars. ..
Waiting list
Competency training needs

Adrinistration

Competency based training

IFDS

Trainirg manager

Training statiskics »

Menu Bar
Training budget, ..

Training queries. ..

Menu Gar

You need to set up a Skill Group Heading
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The Skills Group dialog box will open

e Click onto the Type arrow

e Choose the type of Skill
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Click onto the Skill Group Folder

Click onto the Add button

skilGrouo
Type: _'I

. |General Mational Yocational Qualification -
Lode: Internal _K
Mame: |Mational Occupational Standards
Mational Yocational Qualification
| Ok I Cancel
Enter the Name of the Code
Click OK
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As you can see ‘Di’s Skill Qually’ has now been entered at the bottom of the ‘Skill Group’ list.

You now need to set up different Skills within the Group you have just created
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The Skills register window will open

skill register
Help \

Group: I Appliance _'I

Wame: Aﬁsllance -~
[]

ke Driver

E quipment

E xamination

FF1 Inform and educate your community bo improve awareness of safety matters
Tupe of dal FF2 T ake responzibility for effective performance

FF3 Save and preserve endangered life

Click onto the ‘Group’ Arrow

Frequency

3 ’ .

Standaict |FF4 Resoive operational incidents = Chose one of the ‘Group’ headings
FF5 Pratect the envimment from hazardous materials b

Maotes: FFE Support effectiveness of operational response

FF7 Support the development of colleagues in the workplace

FF8 Contribute to fire satety solutions to minimise risks to wour community

FF3 Diive, manoeuvre and re-deploy fire service vehicles

Firefighter -

¥ | Operational Skill
ok Cancel
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Skill register

Hel
= »  Enter a Name of the Skill
Graup:
= e Enter a Code
Mame:  |DisSkil 4 !

Code: |DIOFRC <= Satt: |

Frequency for competency monitoring I months.

Type ofdata stord: | Boslean (esine) -l . L Make sure the relevant Skill Code is the same
Standaid: | as the Code you want the skill to be linked up
Motes:

to in Resource Capability.

The rest of the boxes are optional to fill in
W | Dperatioral Skl i

0K Cancel | . Click OK
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You will find this drop down list in the ‘Personal Record Card’ window within the Sub-Menu - Click

onto ‘Skill Profile’ — Click on ‘Add’ — Skill Profile - Click onto the ‘Description’ arrow.

etanedPay Lite =

Role Based Competency e

Salary History =

Scales of lszue Date Obtained: | 1
Service History Description: I Abrasive Wheels _vI
Sickness

. [Drefibrillation -
J Instructar:

Sickness [ntergews =
. . Di's Skill 2
Sickness Mogloning Diwer
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This section is explained in more detail within the Training Module
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