JOB DESCRIPTION
Budget/Establishment/Unit:

HQ CSTTG
Branch/Department:


CAST/CATT(G)
Location:



Paderborn 
Post Title:



Administration Clerk 
Grade:




C4
Responsible to:


SO1 CATT/CAST(G) through G1 Lead SO2
Vetting Requirement:


Cat 3

For regular employment with:

Germany Central
1. GENERAL
The post incumbent provides clerical/administrative services in support of the CATT/CAST(G) mission to provide training to military personnel in a realistically simulated combat environment.
2. MAIN DUTIES

a. Maintain manual and electronic filing systems appertaining to the role. Use the current IT equipment and intranet system for the electronic management and storage of documents. 
b. Maintain and manage the CAST/CAST(G) vehicles in conjunction with GSU MT, ensuring they are serviceable for use. 

c. Arrange travel plans for military and civilian personnel (including transport, flight and accommodation matters) as directed and following CTG G8 direction.
i. Manage Clarity, HRG and EPC accounts to enable travel.

ii. Gain familiarity with relevant policy to enable compliant travel.
d. Pick up / drop off military and civilian personnel at designated airports in and out of working hours, as and when required. 
e. Liaise with the relevant departments (QM GSU) on matters related to demand/procurement/availability of stationery and other materials and resources. 
f.  
Manage bookings for CAST/CATT(G) facilities (e.g. conference rooms/centre and theatres) and ensure equipment, facilities and refreshments, etc are available as needed. 
g. Deal with ingoing and outgoing mail including registering, filing, dispatching and distributing items. Collect unit mail from the post room and ensure items marked for members of CAST(G) are distributed accordingly. 
h. Perform all other administrative/clerical duties related to his/her field of activity.
i.   Assist other members of staff in the completion of their tasks as directed.
3. OTHER DUTIES
a. Attend CSTTG CPD to build understanding of core outputs and their role in it. 
b. On request of the employer, he/she must attend courses which are suitable to improve his/her professional skills.
c. Is required to deputise for other personnel during their absence as directed by the employer.
d. Carry out any other reasonable duties within the scope of the employer’s right of directive.

4. DRIVING OF DUTY VEHICLES
Must drive duty vehicles and hold the necessary driving licence and FMT 600.
5. OVERTIME/WORK ON SUNDAYS AND/OR PUBLIC HOLIDAYS
a. Must work overtime on request of the employer.
b. Must perform work on any day of the week and Public Holidays 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 prerequisite 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:
· Previous experience of using IT equipment and the ability to use standard programmes (e.g. MS Office, Word, Excel, Access, Power Point).
· Demonstrable good knowledge of the English language (verbal/written).
· Class B driving licence and confidence to drive B Class Vehicles (left- and right- hand drive) on German roads.
b. Other competences:
· Ability to work in a well organised, accurate and reliable manner.
· Ability to understand and interpret Joint and Army Policy. 
· Ability to interact with people and management at all levels.
· Ability to cope with adversity and tight time schedules.
c. Desirable:
· Basic knowledge of the German language.
10. HEALTH AND SAFETY AT WORK
Employees are obliged to take care of their own safety and health 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 safety and health 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 must 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 
Postholders 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 the employment agency, they will be entitled to travel claims in accordance with the current regulations.
12. ORGANISATION CHART
The post holder’s position in the organisation is shown below, but may change due to reorganisation or a redeployment and addition to staff.
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I

G1 Lead SO2
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