JOB DESCRIPTION - COMMUNITY LIAISON OFFICER
Budget/Establishment/Unit: 
EJSU Ulm, D1972A
Branch/Department:
 
National Support Element (NSE)


Location: 


Ulm




Post Title: 


Community Liaison Officer (CLO)
Grade: 


C4a



Responsible to: 

Head of Location SE Germany (Line Manager) and 
Head of Location Ramstein
Vetting Requirement: 

Cat 3 Enhanced & D&BS clearance

For regular employment with National Support Element SE Germany, Ramstein
1. GENERAL
The focus of the CLO EJSU Ulm is on the community based at Ulm and as such is an important link between the Head of Location (HoL) and the Community, acting as a two-way information conduit. The CLO is to liaise with the HoL and, at times, HQ EJSU through the EJSU welfare team to deliver outputs necessary for the Community to thrive. The CLO is seen as the conduit between the Community and EJSU, assisting with welcoming families/ personnel into location, signposting as necessary and assisting to support them throughout their assignment. The CLO is in a location to best interpret and reflect community views back to the HoL and HQ EJSU. Overall, this role requires a flexible approach but this must be underpinned by robust communication and planning processes to ensure that everyone is well informed in a timely manner. The CLO is the focal point and catalyst for Community Activities. A CLO is not a welfare worker.
2. MAIN DUTIES

General Outputs

a. Be an approachable point of contact for families (head of household, spouse, children) and single personnel; signposting when necessary.
b. Signposting entitled members of the community to the EJSU welfare team and/or Loc Hd, should it be required.

c. Assist Loc Hd in providing support to personnel and their families in case of sickness and deployment, as necessary.

d. Provide feedback regarding views, feelings and the needs of the community to EJSU.

e. Ensure up-to-date information is distributed throughout the community, including personnel due to be assigned.

f. Create and distribute monthly Community newsletter.
g. Help maintain the NSU Ulm staff list. 

h. Encourage the Community to organise and assist in the coordination of events that help develop community spirit. 

i. Liaise with all relevant departments/organisations regarding all community events, including the EJSU SHEF Adviser to ensure that events are risk-assessed and the correct measures are in place. 

j. Maintain and update the location guide in accordance with the directed frequencies for review and provide it to the Head of Location for endorsement.

k. Develop “best use” of the communication tools available to provide up-to-date information across the Community, i.e. multimedia opportunities on websites and develop and arrange briefing mechanisms for service personnel single/married and their dependants.

l. Attend the annual EJSU CLO Conference and liaise regularly with other CLOs from within the EJSU AOR to share best practice.
m. Any other reasonable tasks directed by the Loc Hd.

Local Outputs

a. Provide essential sponsorship advice to newcomers to Ulm before and after their arrival. 

b. Revise and update welcome pack and arrival material.

c. Advise spouses and dependants as to potential employment opportunities. 

d. Provide guidance on Job-seeker's Allowance.

e. Undertake necessary house visits to advise and inform families on matters relating to their posting to Ulm, in particular new arrivals.

f. Organise and advertise meetings to support visiting welfare presenters.

g. Assist the EJSU Welfare Team on specific cases.
3. OTHER DUTIES

a.    On request of the employer, attend courses which are suitable to improve his/her professional  skills. 
b.    Deputise for other personnel during their absence as directed by the employer.
c.   
Carry out any other reasonable duties which are 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

Must perform on-call duties on request of the employer.

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:

Professional qualifications/experience:

a. Comuter literate, with a good knowledge of Microsoft Office, especially Outlook, Word and Publisher.

b. Good standard of verbal and written English.

c. Proactive individual with the ability to deal with sensitive issues in strict confidence and to relate to all service ranks and ages. 
d. A well-organised administrator with sound interpersonal skills and have good writing ability. 

e. Personal qualities required include compassion, understanding, integrity and the ability to work in a small team.

Other competences:

a. Must hold full driving licence.
Desirable:
b. Ability to communicate verbally in German.
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. REDEPLOYMENT WITHIN THE UNIT
The employee may be redeployed to any unit/department in Ulm within the employing agency or temporarily detached to a different employing agency.

12. 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 Ulm 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.
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