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	  JOB DESCRIPTION
	JD no: 148

	Job Details

	  Post Title
	School Staff Instructor (SSI)

	  Responsible to
	Contingent Commander

	Purpose of job

	The School Staff Instructor (SSI) is responsible to the Contingent Commander who will oversee all training, stores, equipment, security, weapons maintenance, and administration of the Trust’s Cadet Contingent, and comply with the requirements for security as laid down in the relevant MOD publications. 
The SSI will assist the Contingent Commander with the running and organisation of the Cadet Contingent and to participate in some CCF activities. 
The SSI will be supported by a part-time Storeman, who will act as quartermaster and supply organiser to the CCF.



	Responsibilities 

	· To provide all admin, logistic and training support and advice to the Trust Contingent.
· To prepare and be responsible for all Brigade/Cadet Training Team (CTT) inspections/ audits; ECI (equipment care inspection), MOD and SERFCA range inspections, ammunition storage inspections, weapon inspections, MI inspections, security, fire and the Biennial Contingent Admin Inspection.
· To plan, administer and deliver effective training experiences, producing all exercise, range instructions, co-ordinating/ admin instructions for all Contingent events/activities.
· To have overall responsibility of the Storeman and their responsibilities, supporting where necessary.
· To plan, organise and put together the training programme in conjunction with CCF Officers and the CTT, liaising with and booking external personnel/agencies, as appropriate, to enhance the training programme.
· To plan and administer the Biennial Inspection, in conjunction with the Contingent Commander, and Remembrance Service.
· To run and teach Method of Instruction (MOI) promotion Cadre, assisted by Contingent Staff.
· Mandatory attendance at all CCF events including Summer Central Camp and Field Weekends.  
· To complete all associated administration/returns and training programmes on behalf of the Contingent Commander. This will include bids for training facilities, stores, equipment, transport, portaloos, food and accommodation and attendance at camp and training area conferences as necessary.
· To produce all risk assessments, RAs and EAMs needed for contingent training and to ensure that all activities are carried out as safely as possible.
· To be routinely available to staff and cadets for CCF-related requirements (kit issue, exchange and replacement).
· To collate all returns to MOD (records of service qualifications, MOD held equipment and assets, Staff/Officers qualifications). 
· To input all the above information into the Westminster cadet database, including weekly parade night attendance and logging of all CCF training events in the Westminster events diary, book all courses, meet Governance Report requirements etc.
· To ensure the security of arms and ammunition. Control and record the issuing and return of ammunition and weapons in accordance with MOD procedure.  Ensure that all Contingent weapons are inspected (MEI) at correct MOD stipulated dates.
· To control and record all weapon and equipment loans with other local schools.
· To purchase (with the Contingent Commander) and maintain items required for training.
· To issue/collect, care, maintain and account for all MOD and CCF private stores and equipment including adventure training equipment, weapons and ammunition.  This includes the mandatory weekly and monthly range, weapons and ammunition checks.
· To teach, instruct and advise all staff and cadets on military matters, including range work, drill and ceremonial.
· To teach and test all cadets and staff on skill at arms (Cadet GP, Scorpion Air rifle). To organize and record annual mandatory safety tests, logging them on Westminster.
· To liaise with HQ Land, Brigade CTT, the Training Safety Advisor (TSA) and other military establishments as and when required, responding to all requests for returns and information, RAM’s, EAM’s, Co-ordinating Instructions, Risk Assessments, etc. 
· To be responsible for paperwork and forms required for new CCF officers and forwarding them to Brigade.
· To respond to all routine correspondence from Brigade, CTT, TSA and to implement new instructions and procedures while keeping the Contingent Commander informed.
· To advise and assist with all adventure training documentation and seek authority clearance from the various agencies with MOD.
· To undertake visits and journeys deemed appropriate by the Contingent Commander on contingent business (e.g. reconnaissance of proposed training areas).
· To attend adult training camps, training bids, Brigade conferences as necessary.
· To drive school vehicles when required, to hold MIDAS when driving minibuses.
· To update standing orders, regulations and training manuals etc.
· To coordinate and organise attendance on military and adventure training courses for adults and cadets.
· To keep the School Maintenance Team informed of all repairs and maintenance required for CCF property with School responsibility.
· To undertake the duties of Unit Security Officer.
· To attend courses, appropriate to the duties of SSI.  This includes achieving and maintaining qualifications as appropriate to the role of SSI e.g. range, adventurous training etc.

It should be noted that a job description is not an exhaustive list of activities, and employees may be asked to carry out other duties commensurate with the grade of the post. The job description may also be amended to take account of changed circumstances, and employees will be consulted if this is necessary.
 

	Assessment and Reporting

	· Standard of work will be assessed by the Line Manager and as such the Contingent SSI will be observed and monitored both formally, through the Trust’s Performance Development procedures and informally through regular discussions. 

	Student Care Role

	· The SSI will follow the Trust’s procedures for student contact and welfare.
· All issues arising from direct or indirect contact are to be taken to the appropriate Academy’s Child Protection Officer.

	Training and Development

	· Training and development will be given to ensure that the SSI is able to carry out their job and will play a full and active part in the performance of the Brooke Weston Trust.

	Communication

	The SSI will:
· seek to respond to work-related matters within the same working day wherever possible
· represent the Trust in a range of situations including communicating and co-operating with persons or bodies outside the school environment

	Discipline, health and safety 

	All staff share an obligation to maintain good order and discipline among the students and safeguard their health and safety both when they are authorised to be on Academy premises and when they are engaged in authorised Trust activities elsewhere. 

	Hours of work

	· The SSI is employed for 15 hours per week for 52 weeks a year with flexibility for events including weekends and evenings.





	Collegiate responsibility

	In addition to the specific responsibilities of this post, every employee of the Brooke Weston Trust will commit to:

· providing a courteous and efficient service to students and staff at all times;
· using their influence with other staff and students to promote high standards of behaviour and order within the Academy

	Performance Management

	The SSI will be included in The Brooke Weston Trust’s Performance Management arrangements as set out in the relevant policies, modelled on best practice in performance management. They will participate in arrangements for the appraisal their own performance, development needs and wellbeing.


	Role Review

	This job description sets out the main duties of the post at the time of drafting. It cannot be read as an exhaustive list. It may be altered at any time in consultation with the post holder subject to approval with line manager. 





	Person Specification



	Education and Qualifications
	Criteria
	Assessment

	Educated to A level standard or equivalent
	E
	A

	Qualified ECO; Range Qualifications; Unit Ammunition Storeman Course, CQMS, Mountain Leader Summer
	D
	A

	SAA Instruction Qualifications; AT Qualifications
	E
	A

	Commitment to personal/professional development
	E
	I

	Full driving licence (including MIDAS)
	E
	A



	Experience
	Criteria
	Assessment

	Experience in planning and delivering training and adventurous activities 
	E
	I

	Proficiency in administrative tasks, including maintaining records and managing logistics
	E
	I

	Understanding of safety regulations and risk assessment in outdoor and military activities 
	E
	I

	Experience with firearms and ammunition security procedures
	E
	I

	Sound knowledge of military systems and processes
	E
	I

	Experience in the CCF (Combined Cadet Force) as a School Staff Instructor
	D
	A/I

	Experience in Outdoor Education, particularly with activities like Duke of Edinburgh (DofE) Award and Ten Tors
	D
	A/I

	Experience in managing and maintaining equipment stores
	D
	A/I

	Experience with the Westminster database or similar cadet management systems
	D
	A/I

	Knowledge of DofE eDofE system
	D
	A/I

	Experience in promoting and developing rifle shooting
	D
	I




	Skills and Attributes
	Criteria
	Assessment

	Excellent communication skills
	E
	A/I

	Ability to work in collaboration with other professionals and also able to work unsupervised
	E
	A/I




	
Personal Qualities
	Criteria
	Assessment

	Highly motivated and self-reliant
	E
	A/I

	Enthusiastic and committed
	E
	I

	High standards of professionalism and confidentiality
	E
	A/I

	High standards of personal presentation
	E
	I

	Demonstrated skills in organising multiple tasks and projects
	E
	A/I

	Reliable with an excellent record of attendance and punctuality
	E
	A/I

	Flexible
	E
	A/I

	Excellent interpersonal skills
	E
	I

	Display calmness under pressure; but remain focussed
	E
	I

	Team player
	E
	I




	Criteria Key
	Assessment Key

	E
	Essential
	A
	Application Form

	D
	Desirable
	I
	Interview
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