[bookmark: _GoBack]NORTH OF ENGLAND RESERVE FORCES AND CADETS ASSOCIATION

JOB DESCRIPTION[footnoteRef:2] [2:  Version 1.2 Mar 26] 


1. [bookmark: _Ref518890670]Appointment Details:

a. Job Title:	Cadet Executive Officer (CEO)
b. Job Grade:	C2 (All Hours Worked)
c. Department:	Northumbria Army Cadet Force (NACF)
d. Reports to:	Deputy Chief Executive (DCE)
e. Job Purpose:	Operational direction, management and 
			delivery of NACF admin support.

2. General Description of Role:

a. The CEO is a Crown Servant and a full-time civilian employee of the Reserve Forces’ and Cadets’ Association for the North of England (NE RFCA).

b. Act as the Commandant’s principal adviser and manager across all enablement functions.  These include finance, infrastructure, health & safety, security, logistics, equipment, transport, personnel administration, data protection and child safeguarding.

c. The CEO is responsible for the day-to-day enablement of the Headquarters and Cadet Training Centre of the County, supported by Clerical Administrative Officers (CAOs), a Cadet Quartermaster (CQM), Cadet Stores Assistant (CSA) and a number of Cadet Administrative Assistants (CAAs).

d. The CEO is responsible to the NE RFCA in matters of organisation, County activity enablement and Health and Safety at work.

PRINCIPAL AREAS OF ACCOUNTABILITY/TASKS AND DUTIES:

Main Activities/Tasks 

3. The leadership and management of the Professional Support Staff and RFCA employed HQ staff (CAOs and cleaners) including annual appraisals, developing objectives, support and training;

4. The CEO is the Cadet Designated Safeguarding Officer (CDSO)[endnoteRef:2] for the County. [2:  CFSO2200 – Feb 2026] 


5. The CEO is the County Public and Non-Public Fund manager.

6.     The CEO is the Commandant’s Safe Place Advisor.

7. The CEO is the Establishment Security Officer (E SyO) as defined be LCSO 2004 Part 4, responsible for the aspects of security as directed by HQ (N).  

8. The CEO is the Data Protection Coordinator for the Army Data systems for the County Headquarters.

9. The CEO is responsible for the implementation and enablement of all relevant regulations and legislation.  

10. The CEO seek to optimise the county organisational PSS structures and deliver effective enablement of Cadet and CFAV activity. 

11. The CEO will support the enablement of the ACF within the County by:

a. Supporting the Commandant in the planning, delivery and execution of the delivery of the annual camp. 

b. The overall supervision of all IT systems within the County Headquarters.

c. The collation of statistical information and returns for internal and external management control, including control and allocation of volunteer allowance.

d. Supporting the Commandant in the appointment, vetting and posting of all Officers and Adult Instructors. 

e. Preparation of documentation in support of ACF Officers Commissions Boards, including the pre CFCB and all CFCB Westbury paperwork.

f. Supporting the raising, disbanding and inspection of detachments.  

12. Attendance at NE RFCA meetings and events as required and act as Secretary for local committees as directed by the DCE NE RFCA. 

13. Provide support to the Commandant with his responsibility for the welfare of cadets and adults.

14. The CEO will administer, maintain responsibility for, and take reasonable care of any vehicles, equipment and/or other items under their control. In particular the CEO will ensure vehicles and equipment are used as efficiently as possible to fulfil their role.

15. Act as the County point of contact for the Government Legal Department. 

Health and Safety

16. The CEO’s primary Health and Safety responsibilities are to: 

a. Ensure the PSS diligently conduct their undertaking with respect to the Estates/PSS Cadet Infra SMS in the delivery of the ‘safe place’ in support of the Chief Executive NE RFCA.

b. Ensure the delivery of County Health and Safety Policy and procedures relating to Army Cadet Force activities throughout the areas of responsibility.

c. Understand the requirements of the Health and Safety at Work etc. Act 1974, the Management of Health and Safety at Work Regulations 1999 and all other relevant Regulations and Codes of Practice. 

d. Establish and approve safe systems of work for staff under control and periodically monitor and review those procedures to ensure they remain relevant and valid. 

e. Identify the SHEF training needs of individuals or groups under control and manage delivery and attendance of mandated training.



Liaison

17. Within authorised resources, develop and nurture relationships with external stakeholders and their staff including:  

a. The JMC, 
b. Lord Lts \officers where directed by the RFCA, 
c. Other sS CFs leads.
d. As the interlocutor between the County Volunteer leadership statutory and non-statutory, military and civilian bodies.
e. County staff within other RFCAs.

f. Army Regular and Reserve Units (including the Cadet Training Team).

g. Affiliated Commanders and staff on ACF matters. 

h. Civil authorities, other cadet forces, youth organisations and education    committees. 

i. The Army Cadet Force Charitable Trust UK (ACCT UK).

Security

18. Comply with the Security Operating Procedures (SyOps) for the use of the (insert RFCA) Local Area Network (LAN) and MOD Wide Area Network (WAN) relating to both voice and data on IT Systems.

Cadet Designated Safeguarding Officer (CDSO) Duties
19. The CEO as the County DSO is responsible for being the Commandant’s advisor on Safeguarding matters. The roles and duties are contained in the ACF Cadet Force Standing Order for Safeguarding (CFSO 2200).
20. As CDSO the CEO is a standing member of the JMC Safeguarding Briefing Group.
Non-Public and Public Accounts Management
21. Budget Responsibilities - 

a. Control of, in consultation with the Comdt, and I compliance with the appropriate Defence and Army policy and financial instructions the hired road transport and G4 budgets.

b. Control of, in consultation with the Comdt, the Volunteer Allowance budget in line with ACF Regulations and other supplementary standing orders, instructions and direction from the MoD and Army Chain of Command.

c. Maintenance and management of Public and Non-Public funds in accordance with Cadet Force Financial Orders/Instructions and the RFCA SLA (Army).

d. To ensure, in conjunction with the RFCA HBS, that all County NPFs are audited annually and action  points are resolved or note presented as to the circumstances why resolution was not possible.

Secondary Duties

22. Description of Secondary Duties

a. As a condition of employment, a CEO shall will be appointed to a Cadet Forces’ Commission in the rank of ACF Major. Retention of this Cadet Forces’ commission shall be through the period of employment and is a mandatory requirement.

b. As an officer in the ACF and when in uniform, will provide support to the Commandant in line with the duties reflected in this JD. 

c. Will attend annual and weekend camps and courses (in accordance with RFCA Staff Regulations). 

23. Any other task as detailed by the DCE commensurate with grade, experience qualifications and training.
24. Staff Responsibilities - The CEO will be Line Manager to the CQM, CAA, CSA and AOs within the County and is to comply with Staff Appraisal policy.

Civil Service Behaviours (Success Profiles - Civil Service Behaviours).
25. Required Civil Service Behaviours:

· Collaborating & Partnering
· Managing a Quality Service
· Communicating and Influencing
· Changing and Improving
· Delivering at Pace 

Disclosure and Barring Service

26. The CEO, as a requirement of employment with NE RFCA, must hold a DBS Certificate (Enhanced) against the barred list. Any adverse information disclosed on the certificate will be adjudicated by the CE NERFCA and the ACSH hub as to whether employment as CEO is suitable and can continue.

National Resilience


22. 	Where directed by the Chief Executive be prepared to support National resilience operations.
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Northumbria Army Cadet Force Cadet Executive Officer
Person Specification
	Serial
	Competence
	Essential
	Desirable
	 Evaluation
	Comments

	1
	A self-starter, highly organised and a team player with the ability to work effectively without close supervision.
	
	
	AF / I 
	

	2
	Good communication, numeric and interpersonal skills.
	
	
	 AF / I
	

	3
	A flexible attitude to output driven work requirements
	
	
	AF / I
	

	4
	Understanding the volunteer ethos
	
	
	I/E
	

	5
	Willingness to work evenings and weekends
	
	
	E
	

	6
	Managing People in a mixed Military/Civilian environment
	
	
	AF / I
	

	7
	Experience of logistic planning and management 
	
	
	AF / I
	

	8
	Have strong IT skills, particularly Microsoft Word and Excel but with the ability to learn and use bespoke Management Information Systems (MIS).
	
	
	AF / I
	MIS training will be provided

	9
	Relevant experience in Health and Safety
	
	
	AF / I
	

	10
	Full Driving Licence
	
	
	AF / I
	

	11
	Practical bookkeeping or managing non-public funds experience.
	
	
	AF / I
	

	12
	Have held a Commission in HM Forces
	
	
	AF
	

	13
	Working with Children and Young People
	
	
	AF / I
	

	14
	Quartermaster/RQMS experience
	
	
	AF/I
	


AF – Application Form, I – Interview, PA – Practical Assessment, E – Evidence
