 NW RFCA/IOM/ARC

DATED 18 MAR 18
RESERVE FORCES' AND CADETS' ASSOCIATION 
FOR THE NORTH WEST OF ENGLAND AND THE ISLE OF MAN

JOB DESCRIPTION

Job Title:   Staff Admin Officer (SAO) – Part Time

Pay Band:  £125 per day to a maximum of 100 days per Financial Year (1 Apr 18-31 Mar 19)
Department:   Army Reserve Centre Isle of Man Detachment – Old Hanover Street School, Lord Street, Douglas, IM1 1LE





Line Manager:   Executive Officer 103 Regiment Royal Artillery (under direction from Commanding Officer 103 Regiment Royal Artillery)
Countersigning & Employing Officer: Chief Executive NW RFCA 

GENERAL

1.
The control and administration of an Army Reserve Centre during hours of work. 

RESPONSIBILITIES: 

· Provide support to the Detachment and parent Regiment Commanding Officers. 

· Control of the Army Reserve Centre and its personnel during hours of work. 

· Be responsible for the real estate with emphasis on Security, Environmental Health, SHEF, Works Orders and liaison with NW RFCA. 

· Be responsible for all Site Contactors when working at the Army Reserve Centre.

· Be responsible for Detachment G1/G4 matters including Service Funds Management, Budgetary Control, Recruiting, Retention and Welfare.

· Supports the Detachment and Regimental Community Engagement and Youth Outreach, including the IOM Cadets.

· Sub-Unit Security Officer, Fire Officer and Health and Safety advisor.

· Act as a point of contact between the reservists and their respective units for training forecasts and career management.

· Co-ordinate the use of RAPS with parent unit/sub-unit PSAOs.

· BPT support parent unit Commanding Officers in Community Engagement and Regimental activity.

2.
Must be prepared to work a maximum of 100 days per year – averaging 2 days per week.  This will generally include every Wed (including Wed evening for the drill night) and ideally each Thursday (but this can be discussed at interview): 0830hrs -1600hrs.  If required the occasional weekend day i.e. Remembrance Sunday may be required within the overall ceiling of 100 days.
GENERAL 
The SAO must be able to:

· Plan, organise and delegate effectively
· Anticipate and resolve problems at the lowest level
· Have an ability to be able to grow the community engagement effort on the Isle of Man
· Produce logical, convincing and accurate paperwork.  Must be able to present briefs effectively  
· Show tact and co-operation at all times and exercises self-discipline and control
· Liaise with a wide cross section of personnel – both on Island – HE Lt Gov, Armed Forces Champion, politicians and employers – and in the UK – Comd & Asst Comd HQ NW, regimental COs and NW RFCA personnel     

ESSENTIAL

· The incumbent must reside on the Isle of Man.  
· Have experience of working as a line manager
· SHEF

· IT literate (experience of Microsoft Office, and the use of Microsoft word and excel)

· Knowledge of DII/MODNET

· Hold a current Driving licence
· Had previous military experience in either commissioned SNCO rank
· Experience and or knowledge of the Army Reserve, Cadets and the Isle of Man 
DESIRABLE

· Service Funds Accounts 

· Have Operational Experience.
· Have knowledge of service funds management.
· Have working knowledge of Churchill, JAMES and RAPS
· Have experience of field Trades in G1/G4/G7

4.
And any other tasks as directed commensurate with the abilities of the individual. 

