LOWLAND RESERVE FORCES AND CADETS ASSOCIATION (RFCA)
JOB DESCRIPTION

Job Title:	Employer Support Administrative Officer
Pay Band:			E1
Department:			Engagement
Line Manager:			Defence Relationship Manager 
Countersigning Officer:	Head of Engagement

General Description:
To provide functional and administrative support to the Defence Relationship Managers (DRMs).
Specific Responsibilities:
1. 	Assisting the DRMs to prepare, issue and implement the RFCA’s annual Employer Engagement Business Plan.
2.	Assisting the DRMs to prepare reports on progress towards achieving the Business Plan as required.
3.	Assisting the DRMs in converting employers to supportive status through effective relationship management that leads to the signing of the Armed Forces Covenant. 
4.	Assisting the DRMs in progressing employers through the three levels of the Employer Recognition Scheme at Bronze, Silver and Gold standards.
5.	Maintaining liaison and supporting the DRMs’ liaison with those involved in Employer Engagement matters including:
a. Employers of Reservists, individually and through organisations to which they belong.
b. The relevant contact points in Military Chains of Command.
c.  Defence Relationship Management.
d.  The Lowland Regional Employer Engagement Group, the Advocacy & Strategy Group and sector-specific employer organisations.	
6.	Populating and updating the Salesforce database provided and managing regional data in accordance with the requirements of the Measurement of Effect (MoE) as directed by Defence Relationship Management.	
7.	Assisting the DRMs to plan, co-ordinate, and manage Employer Engagement events and activities, with attendance at those events if required.
8.	Support the DRMs in all aspects of Employer Support.
9.	To control the working diaries of the DRMs.
10.	With the DRMs, ensure that all mail, be it electronic or traditional, is read on a daily basis and acted upon.  This may necessitate the forwarding and receiving of emails from other team members during normal working hours.
11.	  Production of documents as required.
12.	Copy, collate, envelope and address non-distribution list outgoing correspondence for the DRMs. Pass distribution lists outgoing correspondence for the DRMs to General Office Assistant.
13.	Maintain DRMs’ central files, reports and returns.
14.	Assist DRM with preparation of agendas, briefs and minutes for meetings, presentations and conferences.
15.	Provide support for meetings for DRMs.
16.	Assist DRMs with the processing of procurement orders and invoices.
17.  	Provide emergency coverage for telephone answering services and reception duties as required within Lowland RFCA.
18.	To have an awareness of the duties of other Lowland House clerical staff, and to provide and to receive assistance during periods of increased workload.
19.	Contributing to the creation of digital content in coordination with the Head of Communications.

20. 	 Lend support as required to other members of the Engagement Team.

21.	From time to time, to carry out other duties as required by line management.
[bookmark: _GoBack]22.	Responsible for performing duties in a manner that is compatible with safe working practices and in accordance with the Chief Executive, Lowland RFCA’s SHEF Policy Statement.

