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      ARMY CADETS SUPPORT OFFICER/SSI
      (FULL/PART TIME POSITION)
An independent, co-educational day and boarding school in the North Oxfordshire village of Bloxham, near Banbury, wishes to appoint an Army Cadets Support Officer/SSI to work with the School’s thriving Combined Cadet Force.  Excellent training, organisational and administrative skills will be required for this role.

For an application pack please call 01295 724303, email val@bloxhamschool.com, or download an application form and more details about the School from the website www.bloxhamschool.com.
Closing Date: 5th October 2009
Bloxham School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

The person appointed will be subject to the obligatory checks by the Criminal Records Bureau.

Job Description for Army Cadets Supports Officer/SSI 

The postholder will be responsible for the administration of the contingent and will be the main military presence on parade afternoons and on overnight exercises.  Specific duties are:
· To act as quartermaster and supply organizer to the CCF and to be responsible for maintaining CCF clothing and equipment stores.

· To plan, administer and deliver effective training experiences; this includes ensuring that all necessary equipment is available for Parade afternoon CCF training, field days, overnight exercises, courses and camps.

· To issue, record and control all clothing and equipment issues to all cadets and staff, including control and maintenance of clothing and equipment accounts, and billing for lost/damaged equipment as necessary.

· To plan and organize training programmes in conjunction with CCF Officers and the Cadet Training Team.

· Mandatory attendance at all CCF events including Summer Central Camp, Easter Camp and Field Weekends.  To complete all associated administration and training programmes as directed by the Contingent Commander. This will include bids for training facilities, stores, equipment, transport, food and accommodation and attendance at camp and training area conferences as necessary.
· Prepare all risk assessments, RASPs and EASPs needed for contingent training and take an active role in improving safety arrangements for all CCF activities.
· To be routinely available to staff and cadets for CCF-related requirements (kit issue, exchange and replacement).
· To be responsible for preparing and manning all CCF demonstrations on, for example, Open Mornings and at Founderstide.

· To take a key role in planning for the contingent’s biennial inspections,
· To collate all returns to MOD (records of service qualifications, MOD held equipment and assets, Staff/Officers qualifications.

· To carry out all first-line weapon inspection and repairs.

· To control and record all weapon loans with other local schools.

· To purchase (with the Contingent Commander) and maintain items required for training.

· To issue, care, maintain and account for all MOD and CCF private stores and equipment including adventure training equipment, weapons and ammunition.

· To teach, instruct and advise all staff and cadets on military matters, including range work, drill and ceremonial.

· To teach and test all cadets and staff on skill at arms (Cadet GP, No8 Rifle and LSW). To organize and record annual mandatory safety tests.

· To liaise with HQ Land, Brigade and other military establishments as and when required.

· To be responsible with the Contingent Commander for the CCF staff pay in accordance with MOD and Bloxham School requirements and to maintain with the Contingent Commander the relevant financial accounts including the CCF public fund.

· To respond to all routine correspondence from MOD and to implement new instructions and procedures while keeping the Contingent Commander informed.

· To advise and assist with all adventure training documentation and seek authority clearance from the various agencies with MOD.

· To undertake visits and journeys deemed appropriate by the Contingent Commander on contingent business.
· To drive school vehicles when required.
· To update standing orders, regulations and training manuals etc.

· To attend courses appropriate to the duties of SSI.  This includes achieving and maintaining qualifications as appropriate to the role of SSI eg range, adventurous training etc.

· To coordinate and organize attendance on military and adventure training courses for adults and cadets.

· To keep the Maintenance Team informed of all repairs and maintenance required for CCF property with School responsibility.
· To be responsible for the administration and supervising of all MoD inspections (Weapons, armoury, magazine, range, security, fire etc) and undertake the duties of Unit Security Officer.

· Assist with other duties associated with the Contingent deemed appropriate by the Contingent Commander.

· To adhere to and implement at all times the policies and procedures of the school.

Terms and conditions

· The salary is competitive and will be commensurate with qualifications and experience

· The SSI will also be able to claim for up to 51 paid training days from the MoD 

· The appointment of the SSI is subject to approval and security clearance by the MoD

· The position is full time based on a 52 week working year.  Normal working hours are 40 hours per week; however Bloxham School is a boarding school and therefore operates 24 hours a day, 7 days a week during term time.  Flexibility is therefore needed to meet the demands of the CCF including overnight exercises, camps etc.

· A free lunch is provided in the school dining hall during term time

Vacancy details

The School Staff Instructor (SSI) is a vital team member of Bloxham School CCF whose role is pivotal in ensuring the smooth and efficient running of the contingent.  The SSI is employed by the school and is directly responsible to the Contingent Commander

The SSI role will take up approximately 60% (ie three days) of the working week.  The remainder of the week will be filled with various other responsibilities within the school which will be agreed with the candidate at interview.  The Bursar will be the line manager for these other duties.

Person specification

The ideal candidate is likely to be an ex-regular, TA or ACF (or equivalent) Senior NCO who has some experience working with cadets and who already holds some qualifications to aid CCF training.

