
                                                        JOB DESCRIPTION

Budget/Establishment/Unit:

DIO Overseas & Training (Os&Trg)

Branch/Department:


DIO Os&Trg



Location:




Paderborn - Sennelager




Post Title:




Finance and Administration Assistant



Grade: 




C5





Responsible to: 



Business Manager





Vetting Requirement:


Cat 3



For regular employment with 
Germany Central 

1.
GENERAL

The Finance and Administration Assistant plays a crucial role in financial operations, supporting the Business Manager in financial planning, procurement, record-keeping, and administrative tasks. Responsible for managing payments, invoicing, and serving as a key contact for financial matters, this role requires strong financial acumen and proficiency in using financial systems like IMS and CP&F. Additionally, the Assistant acts as a building custodian and undertakes various administrative duties to ensure smooth business operations.

2.
MAIN DUTIES

a. Assist in the production of the Monthly Forecast of Outturn (FOO) for both Germany and Norway for the Business Manager, including reconciliation of actuals and production of accruals. Explain all material variances and ensure a financial / accounting audit trail is maintained. 
b. Assist the Business Manager in the financial planning and in-year financial management of DIO business outputs. 
c. Maintain records for financial assurance, audit, and approvals on bespoke to DIO Os&Trg Excel Workbooks and IT applications. 
d. Provide administration support to the OS&Trg business management office.
e. Conduct finance management processes in support of DIO business in Germany and Norway on Infrastructure Management System (IMS) and CP&F.
f. Hold financial delegation to instruct works through IMS whilst following appropriate technical, commercial, financial scrutiny and approval by responsible DIO staff.
g. Point of contact for all DIO Os&Trg Norway payments, and invoicing. 
h. Manage payments and invoicing via the GEO, and EJSU (SHAPE) cash offices in support of DIO Os&Trg business. 

i. DIO Os&Trg (Ger) nominated Building Custodian.
3.
OTHER DUTIES

a. Management and control of office machinery, furniture, and equipment.
b. Act as certifying officer, ensuring works services raised on behalf of British Forces in Germany are not subject to VAT, and maintaining an audit trail.

c. On request of the employer, attend courses which are suitable to improve their professional skills.
d. Deputise for the Business Support Assistant and LA Business Support Officer during periods of absence. Including the ability to process documents on IMS to obtain relevant managerial approval to enable works to proceed.
e. Manage and procure stationery for DIO OS&Trg.
f. Carry out any other duties within the scope of the employer’s right of directive.
4.
DRIVING OF DUTY VEHICLES

The post incumbent must drive duty vehicles and must hold a Class B driving licence and FMT 600.
5.
OVERTIME/WORK ON SUNDAYS AND/OR PUBLIC HOLIDAYS

Must work overtime on request of the employer.

6.
SHIFT WORK / ROTATING SHIFT WORK

Regular shift work or rotating shift work is not a feature of the employment.

7.
ON-CALL DUTIES

On-call duties are not a feature of the employment.

8.
MEDICAL

A medical examination is not a pre-requisite for this employment. However, employees must undergo medical examinations in accordance with Health and Safety at Work provisions or other relevant provisions as necessary.
9.
REQUIRED PROFESSIONAL QUALIFICATIONS/EXPERIENCE

a.
Essential
· Experience of working in an administrative office environment for a minimum of 2 years.

· Fluent in the English language both verbal and written. 

· Ability to work independently, under pressure and to tight deadlines.
· Knowledge of IT systems and the use of SharePoint Online and Office 365, – Excel essential.
· Must hold a full class B driving licence and obtain an FMT 600 driving permit.
b.
Other competencies
· Ability to work in a well-organised, accurate and reliable manner.
· Ability to work with people and management at all levels.

10.
HEALTH AND SAFETY AT WORK

Postholders are obliged to take care of their own health and safety at their place of work within their ability and in accordance with the instructions and orders of the employer. Furthermore, they are also obliged to take care of the health and safety of persons, who are affected by their actions or omissions at work. Within the frame of these rules, they are especially required to use machinery, equipment, tools, working substances, working materials, transport aids and any other working aids as well as protective equipment and the issued personal protective equipment in accordance with the requirements. They are to report any direct and considerable danger to health and safety as well as failures of the safety systems to the employer or the relevant supervisor without any undue delay.
11.
TRAVEL EXPENSES 

Post incumbents are not entitled to payments for kilometres driven to and from place of work to residence. If they are required to perform their duties outside normal working area, they will be entitled to travel claims in accordance with the current regulations.
13.
ORGANISATION CHART

The postholder’s position in the organisation is shown below but may change due to reorganisation or a redeployment and addition to staff.
DIO Area Manager
|

Business Manager

|

Finance and Administration Assistant
A change of the organisational chart upon a reorganisation, a redeployment or addition to staff will not require a notice to change of employment contract.  The postholder will be given a new organisation chart upon the change.
Date
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