UNCLASSIFIED

JOB SPECIFICATION (2010) JSN TBC
Position Title OR4 Mil Clerk- IHUB Date Approved TBC
Unit RPoC Centre Approved By
Location Kendrew Bks(HQ Main) TLB Army
Establishment Type Established Post Rank/Grade OR4/CPL
Establishment/OET Ref |FTRS (HC) ServicelTypelArm Army/FTRS/AGC(SPS)
UIN/SLIM/JPA PID A0393A /2201841 / 2239813 Exch/INATO/JSRL No
Incumbent New Post StafflCommand Staff
E-mail WTE/MSTAR
Phone Number Manning Priority Must
Security Status/Caveats [SC Assighment Length |24 months
Reporting Chain Army Primary Career Field

1* RO DCOS Sub Field 1

2" RO COoSs Secondary Field

3“RO DComd Sub Field 2

Unit Role: Delivery of the Firm Base across the RPoC Centre AOR including UK Operations.

Position Role: Mil Clerk-IHUB-OR4

Responsibilities:

Provide Staff Support to RPoC Centre personnel as required.

Assist with the management of iHub Activity and the surface post.

Assist the OR7, OR6 Mil Clerks and SO3 IM in the execution of the JIMC IM Plan.

Provide IM advice, guidance and training to HQ Centre staff and the subordinate organisations.

Provide day to day admin support, including generic JPA advice & guidance to RPoC personnel.

. BPT provide 24/7 IM/Admin Sp during UK based Ops or the associated training, including finance & competent
operation of IS systems.

7. BPT assist the OR7 and OR6 with bespoke Reservist Mil Pers admin. (RSDs, ODR and LUMs based apps)

8. Any other duties or tasks commensurate with rank and KSE as directed.

SorBNE

Pre Appt/Deployment Trg: DCR Level 2 — can be secured within first 6 months of Appt.

Domestic Considerations: This post is located in Kendrew Bks, Cottesmore. Consideration may however be given to
locating the post in Venning Bks, should the recruitment fail for a fill in Cottesmore.

Performance Attributes |Priority Component Features
Leadership Promotes a positive sense of purpose and direction for both Mil and CS team members.
Professional effectiveness |Shows clear understanding of professional environment.
Initiative Creates and grasps opportunities for the working environment within the IHUB and wider
HQ.
Effective Intelligence Exercises flexibility of thought and action.
Education/Training Type Pri Comments
Military Quals |ALDP JNCO Essential  |Imprest/AAB - Desirable
Other Quals/Competencies |IT Literate Essential |MS Word, Excel and PowerPoint used routinely
Education |ISA/ISO/ECDL  |Desirable
Language
Experience
Service/Arm/OGD |Army/E1/OR4 Essential |AGC (SPS)
Operational |Any Desirable |KSE in UK based Operations highly desirable
Staff |1* Fmn HQ Desirable
Command
Fields/Trades
Environments
Other Comments Must have a current driving license. .
Origirator: C England Appt: SO2MS E-mail: colin.england879@mod.gov.uk [Tel:
Auth by 2" RO: Maj Harpham Appt: DCOS E-mail: Date: 26/02/2025
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To be completed in conjunction with Annex A - Job Specification (2010) Guidance Notes.
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