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

Job Title:
    
Administrative Officer 2 


Grade:
    
E1

Department:     
Merseyside Army Cadet Force

Line Manager:   
Cadet Executive Officer Merseyside ACF (CEO)
Countersigning Officer:  Deputy Chief Executive, NW RFCA (DCE)
General Description:

G1/G4/G7 clerical support for the CEO of Merseyside Army Cadet Force.

Specific Responsibilities/Duties:

1. Responsible for the collation and management of all County bids for adult and cadet courses. Check that the adults and cadets are eligible for courses.

2. Source, cost and complete applications for all adult and cadet travel arrangements to and from courses including the booking and issuing of rail tickets.
3. Manage and Maintain Postage (Franking) machine. Responsible for all incoming mail & assist and prep mail dispatches. 
4. Handle routine correspondence, files and publications for the County.
5. As directed by the CEO assist the QM, CSA and CAAs with the return of cadet and CFAV uniforms by managing and collating returns register.  Complete any telephone liaison with CFAVs and cadets parents.
6. Assist the CEO in the administration of the County. Attend, record and  produce and distribute minutes of County Command Groups and Safeguarding meetings. Assist in preparing the County for Annual and Easter Camps.  
7. Manage and maintain the PSS Leave record and register.
8. Manage and maintain County Location Statement.
9. Manage Detachment Building maintenance documentation.
10. Complete regular checks on Westminster of cadet training and governance    records in order to assist the CEO / with the Commandants Annual Competition.  Extract and produce EXCEL spreadsheet of results.
11. As directed by the CEO manage the stationery store, all demands and purchases.

12. Manage the Accident Book and with TSA manage the Army Incident Notification (ANIC) returns and an MOD form 492.

13. Management of all office equipment on issue to the County.

14.    With AO1 act as County Webmaster.
15.
 Maintain routine filing of day-to-day documentation. 
16.
 Manage and File CAA visit proforma.

17.
Deal with day to day telephone and email enquiries from all outside agencies including members of the public and parents of cadets.
18.
 Be familiar with and cover the responsibilities of AO1 in times of leave or   sickness. 
Other Features

a. This job description should be discussed/read with the line manager at the time of receiving the annual Performance Development Report (PDR).
b. This job description may be reviewed in the light of changes during the period of your appointment and on change of incumbent.
Signature of Employee

…………………………………………          ………………………….

Date

Admin Officer 

Grade E1
Signature of Line Manager

…………………………………………..
…….………………..

Major T Kirkpatrick  



Date

Cadet Executive Officer Merseyside ACF 
Grade C2
July 2017
