JOB DESCRIPTION

Budget/Establishment/Unit:

NATO Support and Training Centre (Germany) – NSTC(G)
Branch/Department:


Administration Office
Location:




Paderborn - Sennelager 
Post Title:




Passes / ID cards Clerk 
Grade:




C4 
Responsible to:



Regimental Administrative Warrant Officer (RAWO) -






Regimental Administrative Officer (RAO)
Vetting Requirement:


Cat 3
For regular employment with 
Germany Central
1.
GENERAL
The post holder is responsible to the RAWO for processing applications for Military / Civil Servants / Contractors / Families SOFA ID cards, access passes, temporary vehicle passes and ration cards. Additional responsibilities under the guidance of the RAO via the IMPREST Operator for processing all applications for duty travel for entitled Garrison personnel and their dependants (during the Leave and Movement Clerk’s periods of absence). This position requires a high degree of time management. 
2.
MAIN DUTIES

a. Processing and vetting of all Military / Civil Servants / Contractors / Families SOFA ID applications and the production of ID cards for all entitled personnel within the GSU area of responsibility (AOR), including:
· Inputting data onto current registers.
· Dealing with enquiries regarding ID cards in person or on the telephone.

· Responsible for de-registration and the disposal of all expired and returned ID cards in accordance with current instructions.

· Liaison with J1 GEO on the granting of GEO status to contract staff and their dependants under Article 71/73 of the Status of Forces Agreement (SOFA) before ID cards can be issued.

· Liaison with J1 GEO regarding local release forms / documents.

· Ad hoc assistance in processing vetting for contractor passes.

b. Recording the initial issue, renewal and disposal of expired Ration Cards.
c. Assist in the processing of SOFA applications for Foreign and Commonwealth Soldiers through J1 GEO.
d. Carry out administrative duties related to:
· Registration of births.
· Visitors’ passes.
3.
SECONDARY DUTIES

a. Ensure that all applications for travel (air, land and sea) are processed promptly, in line with current regulations. Applications are to be processed only on receipt of an authorised travel application and the appropriate documentation to support duty travel. 
b. Ensure bookings are made in accordance with unit SOPs and JSP 800 whilst adhering to budgetary constraints and ensuring value for money. Where necessary, guidance should be sought from the IMPREST Operator, RAWO or RAO. 
c. Air Travel. Ensure flights are booked in line with current regulations with due understanding of the traveller’s duties. 
d. Road Travel. Ensure that all hire car bookings are appropriate to the needs of the traveller and confirm, where applicable, they meet the arrival or departure timings for flights. Before issuing any hire car confirmation documents, ensure that the traveller is in possession of the appropriate vehicle pack issued by the Motor Transport (MT) Office and appropriate authority to drive military / hire vehicles.  
e. Sea Travel. Ensure bookings are made in line with current regulations where there is a specific need to utilise this method of travel (e.g. logistics or assignments). 
f. Hotel Reservations. Ensure hotel accommodation is booked following receipt of a certificate stating non-availability of public accommodation. Bookings must be made through the Hogg Robinson Group in order to support the traveller’s online claim.   
g. Confirm all bookings with the traveller and issue the appropriate travel documentation at least 48 hours prior to travel and, if requested, an itinerary for their journey. 
4.
OTHER DUTIES

a. Maintain an awareness of changes to policy or regulations and give appropriate direction to travellers.
b. Is the focal point for all HQ GSU stationery requests and forwarding orders to the GSU QM department.
c. Assist with the distribution of mail when required.
d. On request of the employer he/she must attend courses which are suitable to improve his/her professional skills.

e. Carry out any other reasonable duties within the scope of the employer’s right of directive.
5.
DRIVING OF DUTY VEHICLES
A Cat B driving licence is desirable in this post.

6.
OVERTIME / WORK ON SUNDAYS AND/OR PUBLIC HOLIDAYS

Must work overtime at the request of the employer.
7.
SHIFT WORK / ROTATING SHIFT WORK

Shift work or rotating shift work is not a feature of the employment.
8.
ON-CALL DUTIES

On-call duties are not a feature of the employment. 
9.
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.
10.
REQUIRED PROFESSIONAL QUALIFICATIONS/EXPERIENCE

a. Essential
· Competent knowledge of the English language (both verbal and written).
· Knowledge of IT systems and the use of SharePoint Online (or other equivalent collaborative working tools) and Office 365, including databases and spreadsheets.
· Must be cognisant of data protection laws and operate in line with the GDPR policies.
· Must be able to operate with complete discretion.
· Must have an HRG and Clarity account in order to conduct secondary duties.
· Customer services experience.
b. Other competencies
· Ability to work in a well organised, accurate and reliable manner.

· Very good communication and interpersonal skills.

c. Desirable
· Previous travel booking experience.
· Must be forward leaning but robust when required.
· Budgetary experience.
· Cat B driving licence.
11.
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.

12.
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.

13.
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.
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