JOB DESCRIPTION
Budget/Establishment/Unit:

Garrison Support Unit (GSU)
Branch/Department:


G1 Welfare
Location:




Paderborn - Sennelager
Post Title:




Community Support & Welfare Clerk

Grade:




C4 
Responsible to:

Community Support Officer (CSO) – Unit Welfare Officer (UWO) & Assistant Unit Welfare Officer (AUWO)
Vetting Requirement:


Cat 3
For regular employment with 
Germany Central
1.
GENERAL
The incumbent will provide administrative support for the delivery of community support, including welfare. This post requires a professional and discreet individual due to the sensitive nature of the work involved. The incumbent must be proactive, able to work independently and be able to assist across the whole department, ensuring that the focus is on Community Support.

The individual must demonstrate excellent multi-tasking skills, effectively managing and prioritising different tasks within their daily routine. They should have strong organisational skills and attention to detail to ensure that all administrative tasks are carried out efficiently and accurately.

In addition, the candidate must be an effective communicator, able to interact with colleagues, community members and other stakeholders in a respectful and professional manner. Flexibility and adaptability are essential as the role may require dealing with unexpected issues and supporting other team members as required.

Overall, the role requires a dedicated and reliable individual who is committed to improving the well-being of the community through diligent administrative support.
2.
MAIN DUTIES

a. Perform administrative tasks related to Community Support and Welfare.
b. Assist with the support for the families within the Garrison.  
c. Assist with the compilation of unit reports and produce management information as directed by the CSO, UWO or AUWO.
d. Manage and create official content for the Sennelager Garrison social media platforms.
e. Distribution of internal and external mail, ensuring that correct delivery methods are used and accounted for.  
f. Maintain proper electronic filing protocols for received external electronic mail.
g. Draft meeting minutes as required. 
h. Process pass applications in accordance with current instructions.
i. Registration of dogs and other animals as required by the Stadt authorities and HQ GSU.
j. Support the handover and takeover of PRI vehicles including preparing all supporting documentation.
k.  Assist with the management of Brydon House accommodation.
l. Assist with other administrative and clerical duties as directed.
3.
OTHER DUTIES

a. On request of the employer the post incumbent must attend courses which are suitable to improve their professional skills.

b. Is required to deputise for other personnel during their absence, as directed by the employer.

c. Carry out any other reasonable duties within the scope of the employer’s right of directive.
4.
DRIVING OF DUTY VEHICLES

The post incumbent will be required to drive duty vehicles and must hold a class B driving licence, and have a current European Matrix Test and FMT 600.
5.
OVERTIME / WORK ON SUNDAYS AND/OR PUBLIC HOLIDAYS

Must work overtime on request of the employer.
6.
SHIFT WORK / ROTATING SHIFT WORK

Shift work or rotating shift work is not a feature of the employment.
7.
ON-CALL DUTIES

On-call duties are not a feature of the employment. 
8.
MEDICAL

A medical examination is not a prerequisite for this employment. However, employees must undergo medical examinations in accordance with Health and Safety at Work provisions or other relevant provisions as necessary.
9.
REQUIRED PROFESSIONAL QUALIFICATIONS/EXPERIENCE

a. Essential
· Proficient knowledge of IT systems, including SharePoint Online and Office 365 (Outlook, Word, Excel, and Teams). Ability to set up and manage Teams meetings.
· Strong understanding of social media platforms and best practices for content creation and management.
· Excellent command of the English language, verbal and written.
· Cat B driving licence.
b. Other competencies
· Customer-friendly attitude, with a focus on providing high-quality support and service.
· Excellent communication and interpersonal skills, capable of effectively engaging with a diverse range of individuals.
· Ability to interact professionally with people and management at all levels, demonstrating strong relationship-building skills.
c. Desirable
· Previous experience in a clerical or administrative role, with a proven ability to handle various office tasks efficiently.
· Ability to communicate in German, both verbal and written, to facilitate interactions with local authorities, Garrison community members and stakeholders.
10.
HEALTH AND SAFETY AT WORK

Postholders are obliged to take care of their own safety and health at their place of work within their ability and in accordance with the instructions and orders of the employer. Furthermore, they are also obliged to take care of the safety and health of persons, who are affected by their actions or omissions at work. Within the frame of these rules, they are especially required to use machinery, equipment, tools, working substances, working materials, transport aids and any other working aids as well as protective equipment and the issued personal protective equipment in accordance with the requirements. They must report any direct and considerable danger to health and safety as well as failures of the safety systems to the employer or the relevant supervisor without any undue delay.

11.
TRAVEL EXPENSES 

Post incumbents are not entitled to payments for kilometres driven to and from their place of work to residence. If they are required to perform their duties outside the employment agency, they will be entitled to travel claims in accordance with the current regulations.

12.
ORGANISATION CHART

The post incumbent’s position in the organisation is shown below; this may change due to reorganisation or a redeployment and addition to staff.
UWO/AUWO 
|

Community Support Officer

|

Community Support and Welfare Clerk 
A change of the organisational chart upon a reorganisation, a redeployment or addition to staff will not require a notice to change of employment contract.  The post holder will be given a new organisation chart upon the change.
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