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EAST MIDLADS RESERVE FORCES AND CADETS ASSOCIATION 

DEPUTY CHIEF EXECUTIVE 

GENERAL 

1. Appointment Details 
 
 a. Job Title:  Deputy Chief Executive 
 
 b. Job Grade: C1 
 
 c. Department: Secretariat 
 
 d. Reports to: Chief Executive (CE) 
 
 e. Job Purpose: Plan and deliver the Association’s responsibilities in regard to cadets and 

youth support and engagement.  As Chief of Staff (Principal Staff 
Officer), co-ordinate the planning and delivery of the Association’s 
business outputs, particularly where cross branch activity is required. 
Deputise for the Chief Executive. 

 
2. General Description of Role 
 
The Deputy Chief Executive (DCE) is the branch head responsible for delivering all aspects of cadet 
and youth support and engagement.  Line manager of the Army Cadet Force permanent support 
staff (PSS), the DCE is the lead interface with service cadet organisations and the regional chains of 
command on delivering the RFCA’s responsibilities for cadet and youth matters in accordance with 
the Service Level Agreements (SLAs), and with the wider community on cadet and youth 
engagement.  As Chief of Staff (Principal Staff Officer) DCE is responsible for the day to day co-
ordination of Association activity, particularly where cross branch activity is required to deliver 
outputs.  This entails a full understanding of all branch responsibilities and outputs, establishing and 
maintaining close and effective working relationships with other branch heads, and systematic 
staffwork to translate Board and Chief Executive direction into joined up activity.  The role involves 
engagement with the Association’s network of volunteer members and also involves frequent 
engagement with both internal (MoD) organisations and the wider community across the East 
Midlands.  The role is extremely varied in nature.  The post holder will deputise for the CE in his 
absence. 
       
PRINCIPAL AREAS OF ACCOUNTABILITY/TASKS AND DUTIES 
       
3. Description of Primary Duties 
   
 a. Lead for all Cadet and Youth engagement and support provided by the Association. 
       
  (1) Work with HQ Centre in respect of all matters relating to the ACF, including PSS 

roles, responsibilities and delivery.   
       
  (2) Work with HQ Air Cadets Central & Eastern Region in respect of all matters 

relating to the ATC, including Wing Support Assistant roles, responsibilities and 
delivery. 
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  (3) Work with the Eastern Area Headquarters SCC in respect of all matters relating 
to the SCC in the EMRFCA area.  

       
  (4) Maintain links with the Combined Cadet Forces (CCFs) contingent commanders, 

paying close attention to the maintenance of the CCF estate for which EMRFCA 
is responsible. 
 

  (5)  Maintain links with Commander Volunteer Cadet Corps (VCC) in respect of VCC 
detachments in the EMRFCA area. 

       
  (6) Liaise closely with Head of Estates on EMRFCA estate and facilities management 

of the cadet estate, and future development plans. 
       
  (7) Act as the secretary to the EM Tri-Service Cadet Forum.  
       
  (8) Plan, develop and undertake cadet and   wider youth-related engagement and 

influence activity in order to raise awareness, secure support or gain recognition 
from other relevant educational, youth and government organisations. 

       
  (9) Liaise closely with and assist Director Cadets and Youth on the 

development of higher-level policy affecting the PSS. 
 

 

 b. Coordinate all aspects of the planning, execution and assessment of the Association’s 
work. 

       
  (1) Ensure that the strategic direction from the Board and Chief Executive, as 

articulated in the Association’s Management Plan and other directives, is 
executed effectively and efficiently. 

       
  (2) Coordinate the Association’s responses to external requests for information 

from the Council of RFCAs, Chains of Command and other bodies. 
       
  (3) Coordinate, monitor and evaluate outputs of the Association requiring action by 

more than one branch. 
    
  (4) In co-ordination with Head of Finance and HR, provide oversight and resolution 

of staff HR and disciplinary matters beyond normal line manager 
responsibilities. 

    
  (5) Support the Head of Finance and HR to ensure financial and regulatory 

compliance and value for money across all work streams. 
    
  (6) Support the delivery of the Annual Association General Meeting. 
    
  (7) Ensure that the Chief Executive is appraised in a timely manner of major 

occurrences in the Association. 
   
 c. Be responsible for the direction and administration of EMRFCA’s responsibilities  for  the 

Army Cadet Force  
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  (1) Provide direction of and support to the ACF units’ Professional Support Staff 
(through the Cadet Executive Officers (CEOs)) and the EMRFCA administrative 
staff responsible for cadet matters in the delivery of SLA outputs. 

       
  (2) Establish close and effective working relationships with the our ACF County 

Commandants. 
       
  (3) Liaise with the Army’s Chain of Command on ACF matters. 
       
  (4) In conjunction with the Chief Executive, assist HQ Centre in succession planning 

by talent spotting within and out-with ACF units to identify potential 
Commandants and Deputy Commandants. 

       
  (5) Resource Management of ACF County budget lines. 
       
 d. Deputise for the Chief Executive and carry out representational responsibilities 
       
  (1) Acquire and sustain a comprehensive understanding of the activities of all 

EMRFCA departments in order to coordinate their outputs or to assume the 
responsibilities of the Chief Executive in the latter’s absence or as tasked. 

    
  (2) Carry out representational activities in conjunction with the Chief Executive, 

and act on his behalf as requested by him. 
    
 e. Financial and Administrative 
       
  (1) Undertake PDR assessments as line manager and PDR countersigning duties for 

administrative staff as required by the reporting framework. 
    
  (2) Serve as a member of a Board convened for the selection of Association and 

Cadet Unit permanent staff as required. 
    
  (3) Ensure that minutes of Association Annual and Board meetings are properly 

recorded and promulgated; co-ordinate after-actions and ensure the 
dissemination of decisions taken. 
 

    
4.   Description of Secondary Duties 
       
 a. Health and Safety 
       
  (1) Act as the Association’s Health and Safety Officer. 
       
  (2) Chair the Association’s Health and Safety Committee. 
    
 b. Security 
       
  (1) Fulfil the duties of the Association’s Security Officer. 
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 c. Data Protection 
       
  (1) Act as the nominated Data Protection focal point for the Association, 

incorporating staff data, employer data, other community data, contractor 
billing data, RFCA volunteer datawith the support of the RSA for IT data 
protection.  Liaise with CRFCA’s Data Protection Officer as required. 

       
 d. IT Manager 
    
  (1) Act as the Association focal point for all top level IT management decisions in 

support of the RSA. 
       
 e. Risk Manager 
       
  (1) Coordinate Association-level risk management for the Association’s Board. 
       
5. General Qualifications and Personal Attributes 
       
 a. Essential 
       
  (1) Senior Service leadership experience. 
    
  (2) Personnel management experience. 
       
  (3) Staff training and experience equivalent to that of a Grade 1 staff officer or 

higher. 
       
  (4) Flexible, robust, tactful and confident individual. 
       
 b. Desirable 
       
  (1) Previous experience with Reserve or Cadet Forces is desirable. 
       
  (2) Experience of joint working is desirable. 
    
  (3) Experience of managing budgets. 
    
  (4) IT literacy. 

 
6. Specific Requirements 
       
(Any personal or professional requirements specific to this role) 
       
 a. The role involves extensive travel across the East Midlands and some evening and 

weekend working as a normal part of the role. 
       
 b. Must hold a full driving licence. 
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7. Other Features 
       
 a. This job description: 
 
  (1) Should be discussed/read with the line manager at the time of receiving the 

annual Personal Development Report (PDR). 
   
  (2) May be reviewed in the light of changes during the period of your appointment 

and on change of incumbent. 
   
 b. Because of the changing nature of our business, your job description will inevitably 

change from time to time.  You may be required to undertake other activities of a similar 
nature that fall within your capabilities and are commensurate with your grade. 

 
 c. I have read and understood my job description and mandate of responsibility and have 

received a copy of same. 
 
       
       
       
       

Signed:     

   

Post holder 
(name): 

    

   

Date:     

   

Signed:     

   

Line Manager 
(name): 

    

   

Date: 
 

    

   

 


