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Job Description

School Staff Instructor CCF 

Montsaye Academy is committed to safeguarding and promoting the welfare of young people and expects all staff and volunteers to share this commitment.

Contract and hours of work

It is expected that 8 hours per day will be worked and will likely to be Thursdays with a possibility of more depending on funding received for the post.  
Contract Period

This is a temporary contract to run for the remainder of this academic year to July 2019.
Notice Period
One month.
Principal Responsibilities
· SSI CCF
Supplementary Responsibilities
· Responsibility for the delivery of the Duke of Edinburgh programme
· First Aid Trainer
· Minibus Driver/Assessor Trainer
School Staff Instructor

The School Staff Instructor shall be appointed by the Principal. In addition to attending all training, shall be directly responsible for the following:

Administration

Accounts

· The control and maintenance of the contingent clothing accounts, and records of issues and receipts.

· The preparation of the contingent clothing accounts for periodic (six monthly) audit.

· The centralising of all demands for new clothing items as a result of kit losses.

· The submission of bills to the Contingent Commander for kit losses.

· The security of all books of account.

· The control and maintenance of the contingent loan stores account.

· The raising of issue and receipt vouchers for all loan stores.

· The control and maintenance of the contingent ration account.

· The control and maintenance of the contingent communications account.

· The control and maintenance of the special store register.

Pamphlets

· The control and maintenance of records of MOD pamphlet issues.
· The submission for these records for audit.
· The insertion of all the latest amendments to all MOD pamphlets.
Works Services

· The submission of all maintenance work services to the Contingent Commander on CCF property.
· The follow-up to all such requests.
Inspections

· The preparation for all inspections (AAIR) required by 7th Infantry Brigade.
Security
· Assistant Unit Security Officer (must attend an initial USO’s course with an update course every four years).

· Assist the Contingent Commander with the security of the armoury and ammunition store keys. (Benweld initially)
· The physical changing of the security keys every six months, with those held by the Contingent Commander.

· As the second key holder share the callout cover during term time and the school holidays.

Conferences

· Attend all Brigade SSI conferences.
CQMS Stores

· The physical maintenance and operation of a CQMS’s Stores with published opening times for cadets to exchange, return or withdraw clothing or equipment.
· The physical maintenance and operation of a laundry service for returned soiled clothing, bagging, delivering and returning these items to the laundry.
· The physical operation and maintenance of a tailoring service for new clothing items, bagging, delivering and returning these items to the tailors.
· The preparation and submission each term of bills to the Contingent Commander for the recovery of money from parents for kit losses.
Ammunition Store (initially Benweld cabinet only)
· The physical maintenance and operation of the ammunition stores.
· The physical collection of ammunition from Chilwell and the return of brass.

· The operation of bin cards for ammunition receipts and issues.
· The operation and recording of ammunition expenditure certificates.

Armoury (initially Benweld cabinet only)
· The physical maintenance and operation of the armoury (weapons stores).

· The cleaning and maintenance of all weapons.

· The operation of a daily issues book, a security check register and a workshops repair book.

· The physical distribution and collection of weapons for repair to the MOD Workshops.

· The physical collection of new replacement weapons from MOD Ordnance at Donnington.

Rations

· The physical maintenance and operation of the ration account.

· The physical collection of ration packs from MOD.

Loan Stores

· The physical maintenance and operation of the loan stores account.

· The physical collection of loan stores from MOD prior to training.

· The physical return of loan stores to MOD after training.

Training - CCF
     Training Plan
· Create and maintain the annual training plan
· Maintain Scheme of Work for delivery of APC and Advanced syllabus
· Attend all training on the training plan.
Camps
· The physical maintenance and operation of a CQMS’s Store within published opening times for cadets to exchange, return or withdraw clothing or equipment.
· The operation of administrative support for the Contingent in the field.
Reconnaissance

· Attend all recces of proposed training.

Training on Private Land (TOPL)

· Ensure continuous authority maintained to TOPL

· Liaise with landowner on use

· Identify other opportunities

Bids

· Assist the Contingent Commander with the preparation of the following:

· Centralised bidding for MOD ranges and training areas from the relevant agencies.

· Centralised bidding for transport from the MOD Transport Agency.

· Centralised bidding for training stores for camps and exercises.

· Centralised bidding for officers and cadet courses

· Centralised bidding for 7 Bde CTT support
· Centralised bidding for ammunition for training.

Training – Academy
Delivery of the CCF experience to our cadets is the primary focus of this role.  Depending on qualifications, training staff in the academy more widely is expected of this role including:

· Deliver first aid courses to the academy and Sports Centre ensuring both have the required complement
· Train academy staff on the MiDAS course

· In conjunction with other staff, assist delivery of the Duke of Edinburgh award scheme to academy students

· Assist the delivery of other educational opportunities (such as BTEC)

· Other training opportunities as required

Other Duties
As with every other member of staff, we expect the post-holder to contribute to other parts of academy life commensurate with the needs of our students.  This may include mentoring, attending educational visits and attending internal meetings and training as required.
Salary
Full-time equivalent is £26,000 per annum, plus discretionary VA payments from the MOD.  This is a part-time post and the salary will be pro-rata.
Line Manager  
CO of the CCF for the routine operation of the CCF Contingent and the Contingent Commander for personnel and administrative matters.
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