JOB DESCRIPTION
Budget/Establishment/Unit:

Army Welfare Service (AWS)
Branch/Department:


Army Welfare Service – Sennelager
Location:




Paderborn - Sennelager 
Post Title:




Business Support Administrator
Grade:




C5 
Responsible to:



Community Support Development Worker (CDW) / HQ AWS
Vetting Requirement:


Cat 3 + D&BS 
For regular employment with 
Germany Central
1.
GENERAL
This role is central to ensuring the efficient day-to-day running of the AWS Germany office, managing financial processes and administrative functions. The position requires a proactive individual with excellent communication, planning and IT skills, coupled with a customer-focused attitude and the ability to work independently. Success in this role depends on strong organisational skills, attention to detail and a collaborative approach to working with the wider community and stakeholders.

The post holder will play a key role in providing administrative support, assisting with the facilitation of programmes and events, and ensuring compliance with organisational policies. The ability to adapt, prioritise and maintain accuracy under pressure is essential.
2.
MAIN DUTIES

a. Programme and Event Management – Administer AWS Germany holiday programmes, including:

· Booking flights, accommodation, meals, and ID cards.

· Liaising with external organisations to address dietary and other needs.

· Creating itineraries, posters, and advertisements for community-wide dissemination.

· Producing comprehensive joining instructions.

· Manage bookings, ensuring all AWS forms are completed accurately and eligibility is confirmed.

· Maintain a nominal roll with participant details and act as a point of contact for parents.
b. Youth Club Administration:
· Ensure young people attending AWS youth club sessions are registered and maintain session nominal rolls.

· Ensure accurate completion of AWS registration forms and advertise sessions to the Germany/Sennelager community.

· Support the Community Development Worker (CDW) with related paperwork and take a lead on administrative duties.
c. Data Management:
· Collate and upload Quality Development Statistics to AWS SharePoint within deadlines.

· Stay informed about Quality Development policies and implement changes as required.
d. Financial Responsibilities: Assist in the management of all banking for AWS funds, including: 
· Reconciling youth club fees, tuck shop revenue, and holiday activity bookings.

· Maintaining detailed financial records for activities.

· Processing payments for external agencies and assisting in sourcing value-for-money purchases.

· Handle monthly floats for incidental expenses, maintain receipts, and ensure all purchases are justified.
e. Travel and HR Coordination:
· Use HRG Defence Travel to book cost-effective travel for CDW and other staff.

· Serve as the point of contact with LEC HR for:
· Attendance records, training, and recruitment processes.

· Pay data scrutiny to ensure accuracy and resolve discrepancies.

· Supporting the recruitment of Assistant Youth and Community Workers (AYCWs).

f. Registered Group Administration:
· Maintaining the database held on SharePoint of Registered Groups. 

· Assisting community members with the registration process of new groups.

· Assisting community members with the Vetting processes of Registered Groups.

· Issuing reminders to re-register to groups at the 4 month point to Registration ending.
g. Compliance and Reporting:
· Manage AWS Germany vetting processes, including database updates and compliance with data protection policies.

· Assist CDW with:
· Annual training and provision plans.
· The AWS Germany Community Profile Report for chain-of-command dissemination.
· Compile and submit statistics and returns to HQ AWS and external agencies on time.

h. Administrative and Clerical Duties:
· Oversee the AWS Germany SharePoint page.

· Attend meetings as required, providing accurate minutes and action logs.
i. Compiling returns / statistic data punctually to HQ AWS and external agencies, ensuring they meet the specified deadlines.
3.
OTHER DUTIES
a.
Provide occasional support for holiday activities and visits.
b.
On request of the employer the postholder must attend courses which are suitable to improve their professional skills.

e.
Carry out any other reasonable duties within the scope of the employer’s right of directive.
4.
DRIVING OF DUTY VEHICLES
Must occasionally drive duty vehicles, provided they hold the necessary driving licence and FMT 600.

5.
OVERTIME / WORK ON SUNDAYS AND/OR PUBLIC HOLIDAYS

a. 
Must work overtime at the request of the employer.
b.
Regular work on any day of the week and Public Holidays is a feature of the



employment. 
6.
SHIFT WORK / ROTATING SHIFT WORK

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 administration / office experience at this level.
· Budgetary experience and working with money.
· Competent knowledge of the English language (both verbal and written).
· Proficiency in IT systems, including SharePoint Office 365 (Outlook, Word, Excel, Teams).
· Previous administration / office experience at this level.
· Knowledge of and the ability to follow confidentiality protocols.
· Basic understanding of safeguarding roles and responsibilities.
b. Other competencies
· People focussed with a customer-friendly attitude.

· Very good communication and interpersonal skills.

· Ability to prioritise and manage time effectively.

· Ability to work in a well organised, accurate and reliable manner.

· Proactive and solution-focussed approach to challenges.

· Collaborative mindset with the ability to build strong relationships.

· Attention to detail and commitment to delivering high-quality work.

· Empathy and understanding when engaging with individuals and communities.

· Strong sense of integrity and adherence to ethical standards. 
c. Desirable
· Financial / business qualifications.
· First-Aid trained.
10.
HEALTH AND SAFETY AT WORK

Postholders 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 

Post incumbents are not entitled to payments for kilometres driven to and from their 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 incumbent’s position in the organisation is shown below; this may change due to reorganisation or a redeployment and addition to staff.
Overseas Community Support – Overseas Senior Community Development Officer (SCDO)
|

Community Support Development Worker (CDW) 
|

Business Support Administrator
· Note: Any prolonged absence of the CDW, direct line management will revert to the GSU Unit Welfare Officer, in consultation with AWS CSDW.
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