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  JOB SPECIFICATION (2010) JSN
Position Title Adjt/RAO Date Approved   
Unit WUOTC   Approved By   
Location Maindy Barracks, CARDIFF, CF14 3YE   TLB   

  Establishment Type Established Post / Single Service   Rank/Grade   
Establishment/OET Ref 60015, v.34, dated 1 Jun 25  Service/Type/Arm   
UIN/SLIM/JPA PID A4150A / 01375586 / 2255560 Exch/NATO/JSRL No   
Incumbent Gapped Staff/Command   
E-mail WTE/MSTAR   
Phone Number Manning Priority   
Security Status/Caveats   SC Assignment Length   
Reporting Chain Primary Career Field   

1st RO XO WUOTC Sub Field 1   
2nd RO CO WUOTC Secondary Field   
3rd RO   Sub Field 2   

Unit Role: Develop the leadership potential of selected students and Army Reserve potential officers, and to promote 
the Army’s ethos and career opportunities in order to secure commitment, first as officers, but also as future leaders in 
their chosen profession who will champion the Army in society.  
Position Role: Adjutant and Regimental Administration Officer 
Responsibilities: 
1. Adjutant - Day to day administration of WUOTC; principal staff officer to the CO for all Unit G1 matters.
2. Adjutant - MS & CM; Initiating Officer for all Appraisal Reports and management of appraisal processes. H&A.
3. Adjutant - UHC lead; PAPMIS, VRMIS, WISMIS.
4. Adjutant - Discipline lead; Minor AGAI, Major AGAI and Service Law.
5. RAO - Auditor of the Unit public and non-public funds. JPA iExpenses auditor.
6. RAO - Management responsibility for all Unit records and preparation for the G1A.
7. Other - 1RO, 2RO and line manager for specified military and civilian staff within the Unit.
8. Other - Additional roles within the Unit; Establishment Administrator, Unit Press Officer, Unit Alcohol Advisor.
9. Other - Support the AOSB pipeline (for Reg and Res POs), monitoring candidate progression, providing AOSB and 
commissioning advice and communicating Army career opportunities to OCdts, including fam visits.
10. Other - Assist the CO in setting the D&I environment for the Unit. 
11. Other - Duties as directed by the CO. 
Pre Appt/Deployment Trg: RMAS SCC (first 6 months), AA Adjt (first 6 months), AdvCOT, Prevent training (DLE), 
Public Funds/SCF audit 
Domestic Considerations: FTRS (LC) POST - Some weekend working (to support training weekends) and attendance 
on Annual Deployment Exercise is expected of the post. Mandatory periods of Separated Service (up to 35 days) will 
be required to achieve this. The Unit covers all of Wales and as such travel between Unit locations (Swansea, 
Aberystwyth & Caernarfon) will form part of the post holder's duties.  
Performance Attributes Priority Component Features
Adaptability & Initiative Demonstrates mental agility to assimilate complex or multiple pieces of information, 

applying informed judgement to provide a considered output.
Communication & 
Influence

Produces logical, fluent, convincing and accurate written work. 
Displays good oral communication with a clear flow and articulation.
Establishes connections and builds rapport to gain support and commitment from others.

Leadership Able to ascertain key information and working boundaries within ambiguous or ill-defined 
situations, providing a clear and confident direction on the way forward. 
Able to empathise with others and demonstrates social skills enabling good working 
relationships. 

Values and Standards Consistently demonstrates behaviour or consideration of the Values and Standards of the 
Service. 
Ensures that the Values and Standards are understood and adhered to by subordinates.
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Education/Training Type Pri Comments
Military Quals JOTAC

AA Adjt
CM Adjt
Public Funds 
Checking 
Officer
SCF Funds 
Audit
UWO

Essential
Essential
Essential
Essential

Essential

Desirable

or SCOC/LEOC in lieu
Must be qualified in first 6 months
Must be qualified in first 6 months
Must be qualified within 12 months of assuming post.

Must be qualified within 12 months of assuming post.

Other Quals/Competencies IT literate Essential MS Word, Excel and PowerPoint used routinely 
ISO/iHub/iAdmin incl Sharepoint team site administrator

Education Degree Desirable Should be able to relate to OTC trainee cohort.
Language N/A

Experience
Service/Arm/OGD Any

Operational Any Desirable
Staff Any Desriable Previous experience in a HQ Staff would add credibility and 

depth of knowledge. 
Command Adjt/Sub Unit 

2IC
Desirable Previous experience would add management depth of the 

OTC admin support team.
Fields/Trades G1 Desirable
Environments Phase 1 Desirable Experience of working in a training environment.

Other Comments Exp of civilian line management and/or working with civilian staff (desirable).
Experience/knowledge of Regular and Army Reserve Commissioning process (desirable).
The ideal candidate would be more Adjutant than RAO - G1 Discipline, MS and Welfare 
take priority over G8 functions in the selection of the post.
Needs to be flexible and "hands on" to support the CO in delivering Unit priorities.

 Originator:  WO2 P N Thomas  Appt: RAWO  E-mail:  
patrick.thomas907@mod.gov.uk

Tel: 03001 679066

 Auth by 2nd RO: 
Lt Col SJ Bedford-Smith

 Appt: CO  E-mail: simon.bedford-
smith925@mod.gov.uk 

Date: 21 May 26 
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