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JOB DESCRIPTION 4 SUPPORT STAFF  
 
Job Title:  Combined Cadet Force - School Staff 

Instructor 
  
Grade:  Grade 5 SCP 14 
  
Responsible to:       Assistant principal for Culture & Ethos.                                                
  
Direct  Responsibility for:  Combined Cadet Force. 
  
Important Functional Relationships: Assistant Principal, students staff etc 
   
Overall role and remit  
 
Accounts  

 The control and maintenance of the Contingent clothing accounts, and records of  

 issues and receipts for all Service Sections  

 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.  
 
Pamphlets (MOD controlled documents explaining policy in all areas of training)  

 The control and maintenance of records of MOD pamphlet issues  

 The submission of these records for audit  

 The insertion of all of the latest amendments to all MOD pamphlets.  
 
Conferences  

 Attendance at all Brigade SSI conferences  

 Attend single Service conferences as required.  
 
Quartermaster’s Stores  

 The physical maintenance and operation of a Quartermaster’s Stores with published  

 opening times for cadets to exchange, return or withdraw clothing or equipment  

 The preparation and submission of bills to the Contingent Commander for the  

 recovery of money from parents for kit losses  

 Liaison with RAF TEST NCOs for billing of RAF issue uniform (RAF only)  

 Checking of stores and maintenance of accurate registers to ensure that kit and  
 
equipment is not lost  

 Carrying out quantity and registration number checks on weapons  

 Carrying out weekly and monthly checks, as required.  
 
Loan Stores  

 The physical maintenance and operation of the loan stores account  

 The physical collection of loan stores from the MOD prior to training  

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



Page 2 of 2 

 

Westminster/Bader (if applicable) (the Cadet Management Information System)  

 Entering weekly register onto system  

 Update test results and qualifications on system  

 Entering changes to cadet and CFAV details  

 Seeking out and booking relevant courses for both cadets and CFAVs  

 Linking appropriate courses to CFAVs to ‘upskill’ and ‘up-qualify’ existing CFAVs  

 Linking relevant courses and competitions to appropriate cadets and working through  

 the Contingent Commander to ensure that appropriate arrangements are put in place  

 for them to attend.  
 
Booking Field Days and camps  

 Booking appropriate elements of Field Days and camps, including transport, training  

 support, military training camps, stores, ammunition, and weapons.  

 Communication  

 Acting as a filter to ensure that relevant information comes to the Contingent  

 Commander  

 Maintaining and updating a CCF noticeboard with test results, programmes, scores,  

 letters, courses etc.  
 
Training  

 Delivering some training according to the training programme  

 Acting as quality control over all CCF training  

 Confirming and arranging Cadet Training and Support Team attendance.  
 
Camps and Field Days  

 The operation of administrative support for the Contingent in the field  

 Keeping abreast of forthcoming events and ensuring administrative plans are in place  

 
 
General Duties: 
 To support Academy activities, attending appropriate Academy events. 
 General housekeeping 
 Any other duties deemed reasonable, as directed by the Principal. 
 
General Responsibilities of all Beamont Collegiate Academy Support Staff: 

a) To work consistently to uphold Academy’s aims. 
b) To work in a co-operative and polite manner with all stakeholders. 
c) To work with students and parents in a courteous, positive, caring and responsible manner 

at all times. 
d) To take an active and positive role in the Academy’s commitment to developing         staff, 

and the annual review procedures. 
e) To work with visitors to the Academy in such a way that it enhances the reputation of the 

Academy. 
f) To seek to improve the quality of the Academy’s service. 
g) To present oneself in a professional way that is consistent with the values and           

expectations of the Academy. 
 
The details contained within this job description reflect the content of the job at the date it was 
prepared.  However, it is inevitable that over time, the nature of the job may change.  Existing duties 
may no longer be required and other duties may be gained without changing the general nature of 
the post or the level of responsibility entailed provided that responsibilities remain in line with the 
grade.  Consequently, the Academy will expect to revise this job description from time to time and 
will consult the post holder at the appropriate time. 
 

 


