JOB DESCRIPTION

Budget/Establishment/Unit:

Garrison Support Unit (GSU)

Branch/Department:


Germany Guard Service (GGS)



Location:




Paderborn - Sennelager



Post Title:




GGS Administration Clerk



Grade:




C4




Responsible to:



GGS Manager, Sennelager



Vetting Requirement:


Cat 3



For regular employment with:
Germany Central
1.
GENERAL

The GGS Administration Clerk provides administrative support to the GGS Ops Managers, GGS Supervisors and the GGS Training Advisory Team (GGSTAT). This post requires the post holder to be motivated and focussed on a high output of accuracy. The post holder reports direct to the GGS Manager, Normandy Barracks.
2.
MAIN DUTIES
a. Accurate maintenance and completion of the Form 24 Time Sheets for GGS personnel.
b. Accurate maintenance of leave and sickness records.  
c. Manage the booking process of the white fleet vehicles via the Clarity system. 
d. Arranging mandatory employment medical appointments for GGS staff in cooperation with the LEC HR Department and maintaining the records for run-out dates.
e. Track run-out dates for annual fitness tests, arrange appointments via the Gym Manager, Sennelager and maintain records via the GOLD system.
f. Produce local notices for the guardroom / gate guard. Focal point for photocopying and printing tasks.
g. Co-ordinates uniform / PPE requirements and liaises with the QM Department for ordering / receipt of items.
         h.   Coordinate travel arrangements and itinerary for GGS personnel. 
         i.    Manage the postal collection/distribution requirements for the guardrooms.
         j.    Production of course packs for GGSTAT Foundation Courses.
3.
OTHER DUTIES

a. On request of the employer, postholders must attend courses which are suitable to improve their professional skills.
b. 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 and FMT 600.

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

Work overtime on 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

Essential
· Previous clerical experience.
· ECDL or equivalent qualification demonstrating currency, core competency / capability with computer and Microsoft-based media (Word, Excel, PowerPoint, etc).
· Class B driving licence.
Other competencies
· Ability to work independently.
· A high level of attention to detail and accuracy.
Desirable
· MODNet experience.

· Basic level German language skills.

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.

12.
TRAVEL EXPENSES 

The post incumbent is not entitled to payments for kilometres driven to and from their place of work to residence. If the post incumbent is required to perform their duties outside the Paderborn area, they will be entitled to travel claims in accordance with the current regulations.

13.
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.
SO2 Head of Germany Guard Service

|

GGS Manager Normandy Barracks

|

Administration Clerk

Date
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