OFFICIAL

	  JOB SPECIFICATION (2019)
	JSN
	

	Position Title
	Assistant to RAO
	Date Approved
	  2012

	Unit
	Andover Support Unit
	  Approved By
	  LFEC

	Location
	Andover
	  TLB
	  Army Headquarters

	  Establishment Type
	FTRS(HC) 
	  Rank/Grade
	  WO2 (FTRS(HC))

	
	
	
	

	Establishment/OET Ref
	80/8087
	Service/Type/Arm
	  Army/AGC(SPS)

	UIN/SLIM/JPA PID
	A3006Z - 01342467 - 1974411
	Exch/NATO/JSRL No  
	  N/A

	Incumbent
	WO2 Farrow
	Staff/Command 
	  N/A

	E-mail
	alastair.farrow689@mod.gov.uk 
	WTE/MSTAR
	  N/A

	Phone Number
	94391 2329
	Manning Priority
	  2

	Security Status/Caveats
	SC/Nil
	Assignment Length
	  24-60 months

	Reporting Chain
	Army 
	Primary Career Field
	  Human Resources

	1st RO
	RAO Andover Sp Unit
	Sub Field 1
	  

	2nd RO
	CO Andover Sp Unit
	Secondary Field
	  

	3rd RO
	N/A
	  Sub Field 2
	  

	Unit Role:   To provide infrastructure, equipment, welfare and administrative support to the Army Headquarters and Andover Station lodger units.

	Position Role:   Draft G1 Casework submissions, POC for 1st Line Resettlement provision and assist with internal auditing. 

	Responsibilities: 

1. Investigate, compile & produce draft casework, including the investigation of continued eligibility for CEA on behalf of the RAO.
2. Provide 1st line resettlement briefings, advice and register applications for those SP up to 4* level who are administered by ASpU. 
3. Dissemination of resettlement information to all staff, liaison with external agencies and stake holders.
4. Provide technical support & daily assistance to RAO, attend internal/external meetings & deputise for the RAO during periods of absence.
5. Conduct auditing functions for UMIR and IDEA claims submitted and administered by ASpU.

6. Deputise for RAO Staff as directed by the RAO. 
7. Compile the RAO Department Newsletter for dissemination to all administered SP.
8. Other tasks as directed by RAO ASpU.

	Pre Appt/Deployment Trg:   Nil

	Domestic Considerations:   As the post is FTRS(HC) there is no entitlement to either SFA or SLA

	Performance Attributes
	Priority Component Features

	Management
	Plans, organises and designates priorities effectively.

	Powers of Communication
	Produces logical, fluent, convincing and accurate written work.



	Courage and Values
	Tactful, co-operative and able to exercise self-discipline and control.

	Initiative
	Demonstrates physical and moral courage. Shows commitment to upholding core values and Service ethos. 

	Education/Training
	Type
	Pri
	Comments

	Military Quals
	HR Admin CL 1
	Essential
	

	Other Quals/Competencies
	Imprest Holder, SFA
	Essential
	Imprest Accounts and Service Funds Accounts course trained.

	Education
	WO CLM
	Essential
	

	Language
	
	
	

	Experience
	
	
	

	Service/Arm/OGD
	AGC(SPS)
	Essential
	Must have been a FSA or RAWO during their previous regular service

	Operational
	
	
	

	Staff
	Fmn HQ
	Desirable
	Must have experience worked within a Fmn HQ

	Command
	
	
	

	Fields/Trades
	HR
	Essential
	Must be ex AGC(SPS) with Unit HR Experience. Docs Supervisor and Military Pay Experience preferable.

	Environments
	Unit HR
	Essential
	

	Other Comments
	Nil
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