RESERVE FORCES' AND CADETS' ASSOCIATION 
FOR THE NORTH WEST OF ENGLAND AND THE ISLE OF MAN

JOB DESCRIPTION

Job Title:   Quartermaster (QM)


Pay Band:  D Crown Servant 


Department:   Altcar Training Camp 






Line Manager:   Commandant Altcar Training Camp (Band C2)
Countersigning Officer:   Chief Executive (Band B2)   

GENERAL

1.
The QM is responsible to the Camp Commandant for the G4 outputs of the Altcar Estate. 
2.
The QM is the Line Manager for 17 staff: 1 x E1 and 16 x Skill Zone 1 - 3.

3.   
This position is a full time appointment working 37 hours per week (Monday – Friday).  It will require the incumbent to work weekends/Public Holidays as directed/agreed by the Commandant Altcar Training Camp.  The core hours of working are:

· Monday – Thursday 0800hrs – 1600hrs

· Friday 0800hrs-1530hrs

4.
For periods of duty that cover pre/post core hours (Monday-Friday) overtime/toil will be paid at 1.5.  For work covering Saturday/Sunday & Public Holidays overtime will be paid at plain time with a day off in lieu for each day worked.   

5.
Please note the current terms and conditions of this post are under review and the contract could change to an “All Hours Worked Contract” (working 42 hours per week over a 17 week period, again including evening and weekend working) with an enhanced salary but removing overtime.

6.
The QM must be fully conversant in all Camp matters and be capable of deputising for the Camp Commandant during periods of absence.
7.
As the Line Manager it is the responsibility of the QM to ensure all industrial staff fully comply with their job descriptions.  In addition, as required, in conjunction with the Range Liaison Officer, it is the QM’s responsibility to ensure that staff are allocated tasks within their capabilities and qualification limits as a duty of care and also to fully comply with the Health and Safety at Work legislation.  Should training be required in order for members of staff to complete the task, the Line Manager is to document training requests on PDRs.
8.   This is a main key holder appointment and the incumbent must live within 45 minutes travelling distance of Altcar Training Camp.  The QM appointment must be conversant with all aspects of Camp duties to include:

a.   Overall responsibility for the preparation of accommodation for handover and take back to visiting units/organisations.  This includes general cleanliness and the serviceability of all buildings, equipment and accommodation stores.
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b.   Overall responsibility for ensuring that all barrack damages are identified and acknowledged during the hand back procedure.  The invoicing of units and co-ordinating all monies recovered from units to NW RFCA.
c.   Advising the Camp Commandant on the allocation of accommodation and facilities prior to the user units/organisations arrival.
9.
Driving of Camp and Range safety vehicles (includes 4 X 4).  
10.
Overall responsibility for the correct use and maintenance of vehicles, machinery & equipment 

throughout the Camp complex.
11.
The QM is responsible for the following:

a.
Stores. 

(1)   Security, serviceability and cleanliness of all stores, buildings and contents.
(2)  Maintain and carrying out periodical checking of all stores held on account and the preparation of records of such checks in accordance with current regulations.
b.
Accounts.  The maintenance and security of the following accounts and supporting documentation:

(1)   Equipment
(2)   Vehicles
(3)   Accommodation
(4)   Petty Cash
(5)   Miscellaneous
12.
The QM is the nominated Unit Safety Adviser and Unit Security Officer and as such is responsible for advising and overseeing all aspects of Health and Safety and Security required by current legislation including:

a. Risk Assessments
b. COSHH
c. Food Safety
d. Fire Adviser
e. EMS (Environmental Management Systems)
These duties are laid down in JSP 375/440.

13.       The QM is responsible for:
a. Informing the Chief Clerk of any new works that require carrying out to any building on the Altcar Estate on a day to day basis.
b. Routine inspections of all buildings and equipment to ensure serviceability are maintained.
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14.   The QM is responsible for the management and operation of the following contracts:
a. Laundry
b. Vehicle fuel card
c. Photocopier
d.  Fork Lift Truck
e. Transport returns
12.    Inspections   The QM, along with the Commandant will be expected to facilitate the following site inspections:

Security

SHE

Environmental (EMSAS) - normally runs at the same time as the SHE
Fire with DFRMO

Ammunition Inspections 

EHT Environmental Health Team – These look at kitchens, accommodation 
Obstacle Course – Two inspections a year.  Highwire and Insurance Company

Lighting Protection Rods – Within the Ammo compound (once per year)

Roller Shutter Doors
Intruder Alarm Systems

Kitchen inspections (Military and Local Council)

Electrical Safety

Gas Safety

ESTC’S Part 1 & 2 (Ammo compound)

Hydrant inspections - C2C

Water Systems, (Legionella etc)

Emergency Lighting and Fire Alarms,

Fan heaters/convectors/air conditioning system  

Compressors

Lifting Equipment

Asbestos (last carried out October 2016)

13.
Carry out any other tasks commensurate with the grade of appointment as required and directed by the Commandant or Chief Executive.  

14.
Other Features:

· This job description should be discussed/read with the line manager at the time of receiving the annual Performance Development Report (PDR).

· This job description may be reviewed in the light of changes during the period of appointment and on change of incumbent.
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PERSON SPECIFICATION – QUARTERMASTER
	Serial
	Competence 
	Essential
	Desirable
	Evaluation

	1
	Must have previous experience as a Quartermaster or CQMS
	√
	
	AF/I

	2
	Held the rank of Staff Sergeant or above 
	√
	
	AF/I

	3
	Must have experience in SHE (F) and H&S
	√
	
	AF/IE

	4
	Must have experience in stores accounting
	√
	
	AF/I/E

	5
	Experience in the management of staff
	
	√
	AF/I

	6
	Strong experience of key account management techniques and approaches, gained through extensive work within a large organisation
	
	√
	AF/I

	7
	Must have experience in the allocation of accommodation and be competent with HO/TO procedures
	√
	
	AF/I

	8
	Computer literate (possessing a good working knowledge of MS-Office applications) with demonstrable experience using management information. 
	√
	
	AF/I

	9
	Must have a current driving licence
	√
	
	AF/I/E


Personal Qualities:
a. Keen to advance individual skills and personal development

b. Ability to priorities tasks and time manage effectively with recognition of where influence and authority lies and its impact on account activity.

c. A self-starter with high degree of flexibility and adaptability.  Excellent team-working ability.

d. An inquiring mind with an organised approach to engagement and information management and good attention to detail. 

Signature of Line Manager:
Name of Line Manager: Lt Col G Black

Signature of Employee:
Name of Employee: 

20 Feb 18
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