JOB SPECIFICATION (2010) JSN
Position Title Regimental Secretary Date Approved
Unit The Royal Tank Regiment Approved By
Location Bovington TLB
Establishment Type Established Post Rank/Grade
Establishment/OET Ref Service/Type/lArm
UIN/SLIM/JPA PID A0249A / 2314253]|2246935 Exch/INATO/JSRL
No
Incumbent StafffCommand
E-mail RAC HQ-RTR-RHQ-RegtSec WTE/MSTAR
Phone Number Manning Priority
Security SC Assighment Length
Status/Caveats
Reporting Chain Army Primary Career
Field
1* RO Col RAC Sub Field 1
2" RO COS RAC Secondary Field
3“RO Sub Field 2

Unit Role: To sustain and support the serving Regiment, their families and the veterans of the Regiment and their
dependants in order to enhance the Regiment's ability to deliver operational output.

Position Role: The Regimental Secretary is to lead and manage the Regimental Home Headquarters (HHQ) of the
RTR and to act as the principal Staff Officer to the Colonel Commandant of the Regiment. A detailed knowledge of
the Royal Armoured Corps and its regiments, including all customs and practices, is essential for this post.

Responsibilities:

CONOUswWNP

. Support to ROG.

. Support recruiting.

. Support to families of the bereaved and WIS.
. Support to legacy investigations.

. Manage Regimental non-public funds.

. Conduct Civil Engagement.

. Act as Secretariat for the Colonel Commandant of the Regiment
Maintain and enhance Regimental pride, ethos and reputation.

. Support to the Regimental Association.

. Support to commemorative and ceremonial tasks.

. Provide support to Colonels in Chief.

. Maintain Regimental history.

. Support Regimental museum (The Tank Museum).
. Manage Regimental property.

. Undertake archive management.

. Support Regimental Association activities and Guidon parades.
. Undertake Regimental marketing.

. Support to Regimental music (Ps&Ds).
. Provide welfare and benevolence (to Regular, Reserve and Retired).

Pre Appt/Deployment Trg:

Domestic Considerations:

Performance Attributes

Priority Component Features

Management

Plans, organises and designates priorities effectively; Manages small team of personnel.

Initiative

Anticipates and resolves problems, flexibility to manage short notice RFIs from varied
sources and deliver at pace.

Powers of Communication

Must demonstrate the ability to effectively deliver presentations, communicate and
influence with internal and external agencies including the Royal Household. High levels
of tact and diplomacy required.

Courage and Values

Ability to deliver clear and concise advice with honesty and integrity.

Education/Training

Type Pri

Comments

Military Quals

Other Quals/Competencies

Education

Language

To be completed in conjunction with Annex A - Job Specification (2010) Guidance Notes.




Experience
Service/Arm/OGD |Army/RAC Essential
Operational
Staff |[SO2/S03 Desirable |Experience of E2 / Staff environment beneficial.
Command
Fields/Trades |Combat Arm Essential
Environments |Staff/E2 Desirable

Other Comments

Manage the Regimental Charity. You will therefore need to be comfortable with
managing a budget and assuring budgetary activity against the standards of the Charity
Commission.

Undertake communication and engagement activity and therefore be comfortable
interacting with people across our whole community (serving, veteran and families).
Undertake line management duties and ways of working iaw MOD policy rules and
guidelines. Undertake civil engagement & heritage activities including acting as the focal
point for all commemorative events.

Support the Regimental family by overseeing the welfare and aftercare of soldiers and
their families, provide the lead for the provision of benevolence and represent the
Regiment where necessary including day-to-day management of the Regimental Trust.
Liaise with stakeholders to ensure appropriate funding and act as the POC for financial
management.

Originator: Lt Col J Halford-Macleod

Appt: COS HA RAC E-mail: James.Halford- Tel:

Macleod697@mod.gov.uk

Auth by 2" RO: Col M Wilkinson

E-mail:
matthew.wilkinson923@mod.gov.u

Appt: Corps Col Date: 23022026

To be completed in conjunction with Annex A - Job Specification (2010) Guidance Notes.
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