EAST MIDLANDS RESERVE FORCES AND CADETS ASSOCIATION

JOB DESCRIPTION

APPOINTMENT DETAILS

1.
Job Title:
Cadet Administrative Assistant (CAA) .

2.
Department:
Nottinghamshire Army Cadet Force.

3.
Reporting to:
Cadet Executive Officer (CEO) Nottinghamshire Army Cadet Force.

4.
GENERAL DESCRIPTION OF RESPONSIBILITIES
The CAA is a full time employee of East Midlands RFCA and is responsible to the CEO, through the Cadet Quartermaster (CQM), for all matters of administration and accountancy for detachments as detailed by the CEO.

5.
MAIN RESPONSIBILITIES
a.
The maintenance of all records for stores and personal kit at detachment level.

b.
The maintenance of furniture, furnishings and fire-fighting equipment at all 
detachments and action to replace items as required.

c.
The inspection of all ACF buildings within the area monthly for both structural 
damage and evidence of neglect affecting surrounding ground areas.   Reporting 
such findings to the CQM immediately.

d.
Responsibility for the security of arms and ammunition assigned to them.   This will 
include the detailed arrangements for their transportation when they are required 
for training at a detachment location in accordance with current regulations 
(LANDSO 2901 Revised).  Carry out weekly and monthly serial number checks and 
forward monthly certificates to CQM.  Ensure all weapons are kept clean and tidy.
e.
The issue of and accounting for clothing and equipment issued to detachment 
members.   Assisting Detachment Commanders in the recovery of clothing and 
equipment from Cadets who cease to parade.

f.
The control, maintenance and safeguarding of any transport allocated for their use.

g.
Evening visits to detachments as required to carry out clothing and equipment 
issues and to complete the monthly visit proforma.

h.
Attendance at weekend activities to assist in administrative duties as directed by 
the CEO or CQM.

i.
Assisting the CQM in the collection/return of all stores/equipment for use at 
Annual Camp and weekend training.

j.
Ensuring that fault reports are completed within one month of issue. 

k.
Arranging with Contractors a mutually convenient time for their work to be 
undertaken and arranging for the Cadet Centre to be open so that the Contractor 
has access to carry out the work required.   Ensuring that the Cadet Centre is 
secured as soon as the Contractor’s work is complete.

l.
Preparing for and accompanying Inspecting Officers on all mandatory inspections.

m.
Assisting the CQM as required.

n.
The CAA is the official “key holder” for the Detachments occupying RFCA owned 
buildings, except Army Reserve Centres.

o.
Responsibility to the CQM for Health and Safety at Work matters relating to the detachments for which they are responsible and for any property placed in their charge. The CAA is the area custodian for the 4Cs (Control, Co-operation, Communication & Competence).
6.
ADDITIONAL RESPONSIBILITIES
a.
To attend annual camp and weekend training as directed by the CQM.
b.
The CAA is to monitor the Westminster Data to ensure the Company is correctly 
resourced.

c.
Any additional duties assigned by the CEO.
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