JOB DESCRIPTION 

Budget/Establishment/Unit:
EJSU North Germany
Branch/Department:
         
National Support Element (NSE) Goch



Location:

         
Goch 



Post Title:

         
Administration Clerk 



Grade:


      
C4 

Responsible to:
         
Head of Location Goch  

Vetting requirement:
         
Cat 3 

For regular employment with EJSU North Germany.

1.
GENERAL

Reporting to the Head of Location for Goch, the post holder will be responsible for the daily provision of primary J1 personnel and finance administration for all Service Personnel (SP) and their dependants assigned to North Germany, including support to entitled UK MOD employed civilians and dependants. They are also responsible for NATO Status of Forces (SOFA) process and dog registrations.
The post is a customer focused position, and the incumbent is to be aware of the confidential nature of the duty and to treat all information in the workplace within the strictest confidence. Service or civilian personnel’s confidential information is not to be divulged to any unauthorised person at any time.

The post will require excellent administrative skills and organisational ability, proficiency in Microsoft Office, in particular Word and Excel. There will be a requirement to utilise the Joint Personnel Administration (JPA) system to update personnel and pay records.
2.
MAIN DUTIES
Primary Outputs

a. Maintain JPA personal records for all SPs in the area of responsibility (AOR).

b. Undertake J1 and HR management checks on JPA personal data.

c. Undertake first-line management checks on JPA and the Supervisor’s log, ensuring that the information collected is accurate and the log is fit for purpose.

d. Verify and process documentation for:

· PStat changes

· Passports

· Issue and control of ID cards and ID discs.

· Operational documentation for deployment.

e. Carry out Arrivals, Move & Track, TDY, Departure procedures on JPA for all Goch personnel assigned in/out in a timely manner.
f. Assist in Termination processes.

g. Issue accountable documents in accordance with regulations.
h. SOFA ID registrations.

i. Dog registrations.

j. Maintain SPs’ pay account in accordance with current regulations.

k. Administration of financial occurrences.

l. Conduct monthly SOE / SOEASI / SPS Report checks in accordance with EJSU’s Management Check Plan.

m. Advise SPs on permanent and temporary allowances.

n. Advise SPs on i-Expense claims, advance of subsistence, EPICs and advances of pay.

o. Advise SPs on FHTB, LSAP and debt management signposting.

Local Outputs

a. Maintain the Staff List Register, UK distribution lists, telephone directory, admin orders and UK NSE contact lists. 

b. Send out ‘all distribution’ e-mails and receive and record replies as required.

c. Ordering, administration and auditing of passport applications.

d. Provide SOFA-initiating paperwork required for arrival process across North Germany clearances.

e. Record and distribute all medals received except for those for personnel who will be managed by the Head NSE.

f. Initiating dog registration paperwork required for arrival process across North Germany. 
3.
OTHER DUTIES

a. On request of employer, postholders must attend courses which are suitable to improve their professional skills.

b. Cover for other members of the NSE as required.

c. Carry out any other tasks within the scope of the employer’s right of directive and as required by HoL.
4.
DRIVING OF DUTY VEHICLES
Is required to drive duty vehicles and hold a class B 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:

· Computer literate, with a good knowledge of MS Office.
· Good standard of verbal and written English.
· Ability to show initiative and work unsupervised.
· Excellent interpersonal and organisational skills.
· Class B driving licence.

Other competencies: 

· Be prepared to complete all MODNet Mandatory Training courses.
· Be prepared to complete online DLE course: IPAC Fundamentals Course in the probation period (under HoL guidance and direction).

Desirable:
· Experience of working in a military environment.
10.
HEALTH AND SAFETY AT WORK
Postholders are obliged to take care of their own health and safety 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 health and safety 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, substances, materials, transport aids and any other working aids as well as protective equipment and any issued personal protective equipment in accordance with the requirements. They must report any direct and considerable danger to health and safety as well as any failures of the safety systems to the employer or the relevant supervisor without undue delay.

11.
TRAVEL EXPENSES 

Post incumbents are not entitled to payments for miles driven to and from place of work from/to residence. If they are required to perform their duties outside the employment agency, they will be entitled to claim travel expenses 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, redeployment, or addition to staff.
Head of Location EJSU North Germany
|

Head of Location EJSU Goch
|

Administration Clerk
Date




Signature Employee
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