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DATED JUL 17
RESERVE FORCES AND CADETS ASSOCIATION

FOR EAST ANGLIA
JOB DESCRIPTION
1.
Appointment Details

a.
Job Title:
Deputy Chief Executive


b.
Job Grade:
Gde C1


c.
Department:
Association


d.
Reports to:
Chief Executive


e.
General Description of the Appointment:



Deputy to the Chief Executive and frequently acts on his behalf and answers for him to the full range of civil and military authorities with whom the Association deals, at all levels.  Authorised to take decisions on behalf of the Chief Executive in his absence and to advise the Association President and Chairman and other important and influential personalities, including Lord Lieutenants, Chairmen of local authorities, GOCs and Brigade Commanders.

The two main areas of activity are (1) the cadets and youth focus, and (2) Chief of Staff for all reserve and cadet matters
2.
Cadets & Youth


(1) 
Within the boundaries of the Association’s responsibilities as defined in the C2 matrix, to be responsible for the staffing of all matters relating to the Army Cadet Force, Air Training Corps and Sea Cadet Corps.

 (2)
Act as secretary to the Association Joint Cadet Committee to foster co-operation between the cadet forces, other youth movements, civil authorities, and Reserve Forces. This includes the production of an agenda, minutes and briefing papers. Prepare drafts and reports for the Cadets and Youth aspects of Association Executive Board Meetings.  
3
Arrange an Annual Staff visit to each County Army Cadet Force to ensure proper management and administration of those areas for which the RFCA has responsibility under the C2 Matrix.
 4)
Detailed responsibility for the ACF includes the following matters:-

a.  Delivery of first line management for the RFCA employed professional support staff, including recruitment, selection and discipline. 


b.  Visit to camps, training courses and other events as directed by the Chief Executive.


c   Compilation and completion of all ACF Cadet Detachment reports.

d. Close liaison with 7 Bde Cadets branch and EM RFCA DCE to ensure joined up delivery of policy

b.
ACF Adult Recruit Marketing & Publicity


(1)
To manage the budget and proactively support and encourage adult recruiting in the county ACFs, liaising as required with Comms Manager and ACFA to create effective marketing campaigns.  .

As Chief of Staff, contribute to strategic reviews of reserves and cadets in the region, preparing papers, collating information and liaising with national headquarters, regional brigade and reserve units as required. 

Represent the Chief Executive when he is not available at regional and national level, including liaison with Regular and Reserve units (tri service).


RAF Reserves.  Liaise and advise as required to ensure that RAF Reserve budgets are appropriately used to deliver recruiting and admin support for the RAF Reserve units in East Anglia. 
Estates.  Through an understanding of unit priorities and the broader picture, 

represent the customer interest (both reserves and cadets) with the Estates team to ensure a holistic and best value solution.  

Finance

Control such budgets as are delegated in the Management Plan.

The Deputy Chief Executive is a second signatory for online banking, BACS and cheques , and the concomitant audit and checking responsibilities
AV.  Work with the Facilities Department to increase AV revenue year on year and seek to implement best practice from other RFCAs.

3.
Ensure the Association is compliant, safe and legal in the key areas of 
a.
Health & Safety
Chair the Association HSW Committee and report back to the Association board 
b.
Equality and Diversity
Undertake the duties of Association Equality and Diversity Officer.       


c.
Security and IT Security
(1) As Association Security Officer ensure that arrangements are in place for the physical safety and awareness training of staff  
(2) Chair the Association IT committee to oversee development and effective function of IT support.

(3) Working through the IT Committee, ensure that robust IT security procedures are in place and the Association is compliant with the Data Protection Act, Freedom of Information Act, and current MOD IT Security requirements.
Miscellaneous  - Any other task which he or she can reasonably be expected to undertake.

4.
Special Requirements:

Should be an experienced Grade 1 Staff Officer, preferably having commanded a major Reserve Force Unit.
A full driving licence is required
5.
Other Features:


a.
This job description:



(1)  Should be discussed/read with the Chief Executive at the time of 



receiving the Annual Staff Report.


(2)  May be reviewed in the light of changes during the period of the

appointment and on change of incumbent. 
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