
The Successful candidate will be expected to fulfil the job description below on a 
daily basis in conjunction with the TORs for the position.
To act as a Divisional Officer to personnel who are assigned to the PSG and aid in 
their recovery to be fully deployable or fully fit to leave the service. This includes 
reporting to and liaising with the SUBFLOT Chain of Command as appropriate in 
matters regarding the PSG and its personnel.
To liaise and interact with other departments and agencies to provide SME input 
where required.  
To interact with SUBFLOT Senior Management in furtherance of the aims and 
objectives of the wider Flotilla.

Primary Purpose

The Personnel Support Group Maternity Senior Rate is to administer divisional care and 
manage service personnel within the (appropriate geographical site location)  so that the 
outputs specified by the Naval Base Commander and Captain of the Base via (site OIC) are 
delivered efficiently, effectively and economically.  In order to achieve this primary purpose 
the following tasks are to be undertaken:

(a) To update OIC PSG/Senior DO’s on all matters arising within their division through 
detailed briefings as required. 

(b) Provide a focal point for all policy matters relevant to maternity, Shared Parental 
Leave and Adoption issues to command. 

(c) To provide divisional care to all (geographical location) personnel in the MA4 margin.

(d) To monitor routine and complex discipline, medical and welfare issues through 
attendance at weekly briefings, Carers’ Forum and Case Conferences.

(e) Liaise with support agencies such as RNRMW, NFF, DCMH & CMC in the 
management of the individual.

(f) Conduct and record joining and leaving interviews.

(g) Raise SJAR’s, warning proformas and update FECA/MOSS/SharePoint databases.

(h) To act as the focal point in (geographical area) for MA4 policy issues, liaising with 
external agencies as required. 

(i) Provide support and guidance to service parents whilst on maternity, shared parental 
and/or adoption leave. Conducting home visits as required and maintaining divisional 
support. 

(j) Maintain regular contact and conduct assurance visits with other waterfront and fleet 
air arm personnel support groups, providing support and guidance as appropriate 
and ensuring that business practices are in parity. 

(k) Coordinate and deliver ante natal, post-natal and parenting coaching and mentoring 
classes whilst establishing and maintaining links to outside agencies and authorities. 

(l) Oversee the maternity support cell. Provide a link between the career managers, 
UPO staff and the service personnel in their care. 



Secondary Purpose

Duty PSG Divisional Officer.

Responsibilities

The post holder must adhere to the NBC(D) Diversity and Inclusion Policy.

Authority

The Maternity Senior Rate-DO7 is authorised to:

(a) Liaise with Naval Base Departments, Lodger Units, MOD Organisations and 
external agencies at an appropriate level in pursuit of their purpose.

Organisation

Post Functional Competences: 

Divisional Officers Course

Professional/External Qualifications:

Senior Rates Leadership Course

Learning and Development 

Pre-joining Essential:

IT Skills
DSAI

Post-joining Essential: 

Defence Recovery Capability Employment Training (DRCET)
Fire Awareness (e-learning, annual)
Security Threat Brief (e-learning, annual)
Defence Information Management Passport (e-learning, 3 years)
Equality and Diversity Essentials (e-learning, 3 years)
Unconscious Bias (e-learning, 3 years)
Display Screen Equipment Training (e-learning, 2 years)

Health and safety

The Post holder has a personal legal responsibility for their own health and safety and that of 
others who might be harmed by their actions or omissions.  Staff are required to cooperate 
with their Employer and others on health and safety and not to interfere with or misuse 
anything provided for health, safety or welfare.  All staff are required to prevent harm to the 
environment, which can be achieved by minimising waste, using the recycling facilities 
provided, turning off unwanted heating and lighting, reporting water leaks and preventing 
pollution of the water, land and air.  Causing or knowingly permitting a pollution incident 
could result in a breach of legislation as well as causing harm to the environment.



Review of Terms of Reference

TORs are to be reviewed and agreed annually.  Line Managers are to ensure that any 
change to a Nuclear Baseline post is managed in accordance with NB Business Procedure 
48 – Organisational Change. 

Name of Job Holder Name of Line Manager

Signature Signature 

Date: Date:
Date for review: Date for review:


