East Midlands Reserve Forces and Cadets Association (RFCA)

JOB DESCRIPTION
Estates Compliance Officer 
GRADE:
D



Date last reviewed:  
09/06/21


Date of Next review: 


Job Overview

1. The Association Estates Compliance Officer (ECO) provides administrative management and compliance support to the Head of Estates [HOE] 
2. The ECO will answer, on a day-to-day basis, to the Head of Estates [HOE]
Tasks and Responsibilities

3. The ECO tasks and responsibilities include:

Support
a. Line Management and direction of the 2 Grade E1 Support Officers.
b. Creation and maintenance of cohesive administrative policies and procedures for the Estates Department. 

c. Providing advice to the Head of Estates and users of the Association’s estate regarding administrative procedures and compliance matters.
d. Communicating and implementing MOD and RFCA policies and procedures.
Statutory and Mandatory Inspections and Tests
e. Manage all existing and new contracts for delivering Statutory and Mandatory compliance across the Volunteer Estates. Including maintaining these contracts on the association bespoke MIS 
f. Be responsible for, and ensure that, all Appointments Certification and Invoices for Statutory and Mandatory Inspections and works across the Volunteer Estates are recorded and managed on the bespoke MIS system.
g. Place orders and manage the resolution of all faults as identified during the Statutory and Mandatory Inspections to an agreed financial level

h. Be responsible for ensuring that all Level 4 Asset details are maintained and updated on the bespoke MIS system.
Professional Support
i. Providing support to the Resources Officer [RESO] in monitoring the follow up action of safe place risk assessments.

i.
Within his/her workplace environment monitor safe systems of work

Competences Required for the Post

4. Essential Competences.
a. Supervisory and Line Management experience in Administration.
b. Good communication, numeric and inter-personal skills.

c. Excellent IT skills, particularly Microsoft Excel and Word; and practical experience of managing and operating a database; in particular the ability to produce and extract reports.
d. Previous experience of statutory and mandatory Inspections 
e. A self-starter, highly organised, and an efficient team player.

f. Ability to function effectively without close supervision.
5. Desirable Competences.
a. Understanding of the Reserve / Regular military environment. 
b. A working  knowledge of electrical and mechanical systems 

c. Website maintenance experience and previous knowledge of Content Management Systems.

Appraisal Reporting Chain

6. The reporting chain for the ECO will be defined by the Chief Executive.  The HOE will be the first Reporting Officer.   
Health and Safety Responsibilities

7. The ECO is to comply with the SHEF responsibilities of the RFCA.
M L Capewell
Head of Estates
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