JOB DESCRIPTION
Budget/Establishment/Unit:

Garrison Support Unit (GSU)
Branch/Department:


G1 Welfare
Location:




Paderborn - Sennelager 
Post Title:




Unit Welfare Administrator
Grade:




C5 
Responsible to:



Commanding Officer GSU / Unit Welfare Officer (UWO)
Vetting Requirement:


Cat 3 Enhanced 
For regular employment with 
Germany Central
1.
GENERAL
The Unit Welfare Administrator (UWA)  is responsible for supporting all staff within the Welfare Department in delivering welfare services to service personnel, civilian employees, and their families under the administrative command of the Garrison Support Unit (GSU). The role involves assisting in the organisation and execution of first-line welfare-related tasks, ensuring that personnel and their families receive appropriate guidance, support and access to welfare resources.       
The UWA serves as a key point of contact for welfare enquiries, offering advice and signposting relevant services. The role also involves administrative responsibilities, property and asset management, financial oversight of welfare funds, and assisting with community events.      
When necessary, the UWA will deputise for welfare staff as directed and may be required to undertake additional training to enhance professional capabilities.
2.
MAIN DUTIES

a. Welfare Support and Guidance: 
· Provide expert support, advice, and signposting for service personnel, civilian employees and their families, addressing complex welfare issues.
· Organise and facilitate welfare-related activities such as coffee mornings and support programmes.
· Establish and maintain strong collaborative relationships with welfare agencies and organisations, acting as a liaison to ensure seamless service delivery.
· Assist new arrivals with comprehensive pre-arrival information, meet-and-greet services, and detailed housing advice. 
· Prepare and deliver briefings to the Commanding Officer regarding ongoing welfare cases in the absence of the Unit Welfare Officer (UWO), demonstrating thorough understanding and insight.

· Attend meetings on request, such as Local Safeguarding board.

b. Administration and Record-Keeping:
· Maintain accurate records, including property books and asset registers, ensuring accuracy and compliance with regulations.
· Coordinate electronic filing and manage internal and external correspondence. 
· Prepare and submit grant applications and funding bids.
· Draft detailed meeting minutes and coordinate welfare-related meetings and events, ensuring effective communication and follow-up.
c. Welfare Accommodation Management:
· Oversee the Accommodation and Office elements of Brydon House Welfare Fund, maintaining accurate financial records.
· Manage welfare and contact accommodation, ensuring proper bookings, maintenance, and financial tracking, and addressing any issues promptly.
· Ensure all facilities and welfare accommodation remain functional, reporting any faults promptly.
· Supervise the cleaning requirements of welfare accommodation (Contact Houses and Brydon House rooms), ensuring high standards of cleanliness and hygiene.
d. Community and Event Support:  
· Assist in planning and executing community events, including setting up equipment and supporting external agencies such as the Army Welfare Service, Community Support, and the Padre. 
· Drive duty vehicles to support off-site activities as needed. 
e. Miscellaneous Duties:
· Distribute internal and external mail, ensuring proper delivery methods. 
· Perform other administrative and clerical tasks as required.

3.
OTHER DUTIES
a.
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
The post incumbent must drive duty vehicles and must hold a class B driving licence.
5.
OVERTIME / WORK ON SUNDAYS AND/OR PUBLIC HOLIDAYS

The post incumbent must work overtime at the request of the employer. 
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 / clerical experience.
· Proficiency in IT systems, including SharePoint, Office 365 (Outlook, Word, Excel, Teams).
· Must undertake safeguarding training as part of the role.
· Competent knowledge of the English language (both verbal and written).
· Knowledge of and the ability to follow confidentiality protocols.
· Cat B driving licence.
b. Other competencies
· People focussed with a customer-friendly attitude.

· Very good communication and interpersonal skills.

· Ability to liaise with all levels of people including staff and external organisations.

· First-Aid trained. (Training will be provided).
· Unit Welfare Staff course. (Training will be provided). 
c. Desirable
· Ability to communicate in German.
· Early Help Champion.
10.
PERSONAL ATTRIBUTES
The Unit Welfare Administrator must be a people-focussed individual with excellent interpersonal skills. They should be approachable, empathetic, and able to engage with personnel and families from diverse backgrounds in a positive and supportive manner. Key qualities include:

· A friendly and professional approach to all interactions.
· The ability to build and maintain trusting relationships with service personnel, civilian staff, and their families.

· Strong listening skills and the ability to offer guidance and reassurance when required.

· A team player who works collaboratively with colleagues and external welfare agencies.

· Adaptability and emotional intelligence to handle sensitive welfare matters with discretion and empathy.
11.
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.
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