JOB DESCRIPTION – NATIONAL SUPPORT ELEMENT RAMSTEIN
GERMANY ENABLING OFFICE (GEO) VEHICLE LICENSING OFFICE CLERK
Budget/Establishment/Unit:
EJSU Ramstein, F 1702 A

Branch/Department:
         
National Support Element (NSE)



Location:

         
Ramstein



Post Title:

         
GEO Vehicle Licensing Office Clerk 

Grade:


      
C4 (Dep)
Responsible to:
         
Head UK NSE Ramstein
Vetting requirement:
         
Cat 3

For regular employment with the employing agency National Support Element Ramstein

1. GENERAL
The Vehicle Licencing Office (VLO) Clk is responsible to Head NSE for the administration of all GEO vehicle registration, acting as the UK NSE Fuel Card issue and control and the UK NSE TÜV Co-ordinator.  
2. MAIN DUTIES
The postholder's primary responsibilities are as follows:


a.
Processing applications for vehicle registration and de-registration in accordance with 
extant GEO policies and regulations.  


b.
The distribution of vehicle licence plates, tax disc and emission stickers.

c.
Management of all GEO Form 73 (Fuel Card) requests, arranging collection and 
auditable collection/distribution iaw policy.

d.
The administration and production of DVLA documentation associated with the 
registration of vehicles being permanently returned to the UK. 

e.
Provide accurate advice to all entitled personnel on matters related to initial 
registration, de-registration, and transfer and renewal of registration for GEO vehicles.  


f. 
Give detailed advice on private vehicle insurance requirements for GEO registration 
and determining whether the customer is liable to pay the GEO registration charges.

g.
Process applications and produce the Customs and Immigration (C&I) documentation 
for the import and export of vehicles and capital items for disposal within Germany. 


h.
Maintaining a current diary of expiration of insurance cover/vehicle registration, giving personnel notice of renewal procedures.


i.
Maintain close liaison with GEO staffs on behalf of the NSE and supported population, distributing information and updates as required.


j.
Ensure the accurate input of all registration data onto the centralised VLO database, 
C&I database 
and local registration database for future audit and control procedure. 


k.
Management of all OPA including MWST forms, Auftrag and Abwicklungsscheine.
A more detailed breakdown of processes and tasks is contained within Section 9 of Force Standing Order (Germany) 1001.
3. OTHER DUTIES
The postholder is also responsible for the following:


a.
Arranging appropriate Health & Safety training when required to ensure staff 
are correctly trained for their role, including liaising with EJSU and GEO to ensure up 
to date information and training is available. 


b.
Providing induction paperwork for new staff and monitoring progress of 
induction programme and providing advice and guidance for new staff as required.


c.
Maintaining Health & Safety noticeboards within the NSE and is responsible
for keeping a data base of the required Health & Safety training required 
by staff.


d.
Providing advice and guidance on the completion of risk assessment for Unit 
facilities and events and maintains records of completed risk assessments.


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

f.
Carry out any other reasonable duties within the scope of the employer’s 
right of directive.


g.
On request of the employer, the postholder must attend courses which are suitable to 
improve their professional skills.

4.
DRIVING OF DUTY VEHICLES
Is required to drive duty vehicles and must hold at least a class B driving licence and FMT 600.  

5.
OVERTIME/WORK ON SUNDAYS AND/OR PUBLIC HOLIDAYS
Must work overtime on request of the employer.
Must perform work on any day of the week and Public Holidays on request of the employer.
6.
SHIFT WORK/ROTATING SHIFT WORK
Regular 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:
(1) Professional qualifications/experience:
(a)
Office administrative experience.

(b)
Sufficient knowledge of the English and German language 

(verbal/written) to perform the tasks required.

(c)
Good working knowledge of MS Office software.
                (d)
Class B driving licence.

Other competences:
(a)
The incumbent must be a mature dynamic and proactive individual who is able to deal appropriately with people in a front facing customer services role. 

(b)
Must be a well organised administrator with good interpersonal skills and oral and written briefing ability.

(c)
Must be able to work effectively as part of a team or independently
b.
Desirable:
· Previous working experience in respect of Health and Safety Legislation in the working environment.

· Previous experience of working for the Forces.

· Ability to process large quantities of paperwork paying critical attention to detail.

10.
HEALTH AND SAFETY AT WORK
Postholders are obliged to take care of their own health and safety 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 health and safety of persons, who are affected by their actions or omissions at work. Within the frame of the aforementioned rules, they are especially required to use machinery, equipment, tools, substances, materials, transport aids and any other working aids as well as protective equipment and any issued personal protective equipment in accordance with the requirements. They must report any direct and considerable danger to health and safety as well as any failures of the safety systems to the employer or the relevant supervisor without undue delay.
11.
REDEPLOYMENT WITHIN THE AGENCY
The employee may be redeployed to any unit/department within the employing agency NSE Ramstein or temporarily detached to a different employing agency.

12.
TRAVEL EXPENSES 

The employee is not entitled to payments for kilometres driven to and from place of work from/to residence. If the employee is required to perform his/her duties outside the area he/she will be entitled to claim travel expenses in accordance with the current regulations.

13.
ORGANISATION CHART
The post holder’s position in the organisation is shown below, but may change due to reorganisation, redeployment or addition to staff. 
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|

VLO Clerk
Date




Signature Employee

