NORTH OF ENGLAND RESERVE FORCES AND CADETS ASSOCIATION

JOB DESCRIPTION

1. Appointment Details:

a. Job Title:		Administration Officer 2 (AO2)
b. Job Grade:	E1
c. Department:	Durham Army Cadet Force (DACF)
d. Reports to:	Cadet Quartermaster (CQM)
e. Job Purpose:	Clerical support for the administration of Durham 
	Army Cadet Force

2. General Description of Role:

a. The AO is a full-time employee of the RFCA.

b. The AO is responsible for providing clerical and administrative support to the Headquarters Professional Support Staff on a day-to-day basis.

PRINCIPAL AREAS OF ACCOUNTABILITY/TASKS AND DUTIES

3. Description of Primary Duties

a. General Duties.

(1) Initial point of contact, answering phones and greeting visitors.
(2) Receive, sort and route all incoming mail; prepare outgoing mail and maintain the postage account.  Secure classified mail for the CEO.
(3) Maintain a variety of complex and confidential files and records in both electronic and physical formats.
(4) Maintain confidentiality of sensitive information.
(5) Manage and order stationery and publications.
(6) Book travel and accommodation as required.
(7) Prepare reports and documents.
(8) Provide and control ID Cards following the MOD loss procedures as required.
(9) Process paperwork associated with the appointment of Lord Lieutenant’s Cadets.
(10) Produce H&S documentation in support of the Cadet Quartermaster and CEO.
(11) Maintain the Forecast of Events.
(12) Prepare documentation for Potential Adult Instructors.
(13) Prepare purchase orders and process invoices for dispatch to NE RFCA for payment.

b. Disclosure and Barring Service

(1) Process all applications and dispatch to RFCA.  
(2) Initiate and follow up all amber disclosures as per current RFCA guidelines.
(3) Complete checks to ensure reviews are carried out at intervals as per regulations.  

c. Security Clearance

(1) Process Security Clearances and re-submissions in line with policy.

d. Westminster Administration

(1) Data input to Westminster (ACF MIS) of CFAV (or audit of information if input is by individual). 
(2) Process payment of Volunteer Allowance and upload through JPA (MOD MIS). 
(3) Collate and process all documentation to RFCA necessary to manage CFAV promotions and reduction in rank.
(4) Be responsible for the production of all routine and exceptional reports on personnel matters from Westminster.

4. Description of Secondary Duties

a. Be familiar with the responsibilities of AO1 and provide cover during absences.

b. Perform duties in a manner that is compatible with safe working practices and in accordance with the Chief Executive, North of England RFCA’s SHEF Policy Statement.

5. Staff Responsibilities - Nil

6. Budget Responsibilities

a. Assist the CEO and Commandant with forecasts and budgetary information as required. 

7. Behaviours (Success Profiles - Civil Service Behaviours)

	Working Together
	Communicating & Influencing
	Seeing the Bigger Picture
	Delivering at Pace
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Durham Army Cadet Force - Cadet Admin 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
	Excellent organisational, oral and written communication skills.
	
	
	 AF / I
	

	3
	Strong IT skills, particularly Microsoft Word and Excel but with the ability to learn and use bespoke Management Information Systems (MIS).
	
	
	AF / I 
	Bespoke MIS training will be provided

	4
	NVQ Level 3 in Business and Administration or equivalent.
	
	
	AF / El
	

	5
	Previous experience of working in a busy office environment.
	
	
	AF / I
	

	6
	Understanding confidentiality and safeguarding.
	
	
	AF / I
	[bookmark: _GoBack]

	7
	A flexible attitude to work requirements.
	
	
	AF / I
	

	8
	Understanding the volunteer ethos.
	
	
	I
	

	9
	Operate a variety of office equipment.
	
	
	AF / I
	

	10
	Full Driving Licence.
	
	
	AF / I /El
	



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