	
	
	



	  JOB SPECIFICATION (2022)
	JSN
	

	Position Title
	PSAO
	Date Approved
	  

	Unit
	266 Bty, 104 Regt RA
	  Approved By
	  

	Location
	White Ladies Rd, Bristol
	  TLB
	HQ FA

	  Establishment Type
	Established
	  Rank/Grade
	OF-2/Capt

	Establishment/OET Ref
	61022
	Service/Type/Arm
	Army / E2

	UIN/SLIM/JPA PID
	A3223H/1357255/1913735
	Exch/NATO/JSRL No  
	

	Incumbent
	Capt B Ghale
	Staff/Command 
	

	E-mail
	bishnu.ghale481@mod.gov.uk
	WTE/MSTAR
	

	Phone Number
	
	Manning Priority
	 

	Sy Status
	SC
	Assignment Length
	36 Months

	Reporting Chain
	Army
	Primary Career Field
	 -

	1st RO
	BC 266 Bty 104 Regt RA
	Sub Field 1
	  -

	2nd RO
	CO 104 Regt RA
	Secondary Field
	  -

	3rd RO
	
	  Sub Field 2
	  -

	Unit Role: CS Regiment tasked with Force Generation of FE for Operations and support to Firm Base activities

	Position Role:    Permanent Staff Admin Officer (PSAO)

	Responsibilities: 
1. Deputise and provide advice for Bty Comd on all day-to-day administrative matters and provide the lead for the correct administrative continuity, including management of the Bty Office on a daily basis.
2. Line Manager for civilian staff including daily supervision and tasking and supervision of military permanent staff.
3. [bookmark: _Int_GJIyE7M7]Completion of all Reserve MS within the sub unit.
4. Bty SHEF Officer, Bty D&I Advisor, Bty Security Officer, TRiM Co-ordinator
5. When necessary, assist Bty level trg by booking training facilities, ranges and finalise Ration accounts.
6. [bookmark: _Int_n1Gh48XG]Managing sub unit accounts (SFA).
7. Recruiting and Retention, Attestation and Enlistments.
8. Liaison with other units, Regional Bde (MACC), RFCA, ACF/CCF, police, councils, regimental associations, and other organisations on local issues concerning the Bty and the ARC,

	Pre Appt/Deployment Trg Must have a sound knowledge of G1 matters, including Welfare and Employer Support at both the Unit and Sub Unit levels.

	Domestic Considerations:    Be prepared to commute to Bristol daily and Abertillery, Cardiff, Newport, Worcester and Plymouth on an adhoc basis

	Performance Attributes
	Priority Component Features

	Personal effectiveness
	Maturity and credibility to advise the CO and Sub Unit commanders directly and able to impart accurate, balanced and credible advice to all ranks.

	Powers of Communication
	Able to communicate effectively both in writing and verbally across all ranks.

	Reliability
	Able to maintain confidentiality and uphold the values and standards of the British Army

	Initiative
	Able to manage change and convey the direction of the Commanding Officer.

	Education/Trg
	Type
	Pri
	Comments

	Military Quals
	
	
	

	Other Quals
	SHEF, Service Fund Manager 
	Preferable
	Courses can be completed during appointment

	Education
	N/A
	
	

	Language
	English
	Essential.
	

	Experience
	
	
	

	    Service/Arm/OGD
	ARMY
	Preferable
	

	Operational
	General
	Preferable
	

	Staff
	G1
	Essential
	

	Command
	
	
	

	Fields/Trades
	
	
	

	Environments
	
	
	

	Other Comments
	

	 Originator: Capt J Gunson RA
	 Appt: RCMO
	 E-mail: John.Gunson867@mod.gov.uk
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	 Auth by 2nd RO: Lt Col JG Lewis RA
	 Appt: CO
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