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Army Cadet Force Association 
Job Description 

 

Job Title: IS Programme Support Officer Position Type: Permanent Contract 

(Full Time) 

Department: Cadet Digital Services Level/Salary 
Range: 

Band B1 

£24,867.50 p.a. 

Responsible 
for: 

Providing Support to Cadet IS  Travel 
Required: 

Yes 

Reporting to: SO1 Cadet IS Closing Date:  

Location: Home Based  

 

Purpose of the Post: 
 
The role of the Programme Support Officer to is to support the delivery of Cadet IS on behalf 
of HQ Regional Command Cadets Branch. The role is home based but the post holder is 
expected to be able to travel into London and to Aldershot on a frequent basis.  
 
Westminster is the management information system for the Army Cadet Force, Sea Cadet 
Corps, Combined Cadet Force and the Volunteer Cadet Corps. The system provides a 
variety of safety and administrative functions to enable the Cadet Forces to ensure training is 
carried out effectively and safely, as well as acting as the repository for all Cadet and Cadet 
Force Adult Volunteer personal data and qualifications. 
 
Principal Responsibilities: 
 

Provide support and assistance to SO1 Cadet IS, and the Chain of Command in HQ Army 
Cadets, the ACFA, CCFA as well as the wider MOD. 

1. Provide high-level data and reports where necessary 
2. Be responsible for the delivery of micro-projects across Cadet IS.  
3. To work closely and co-operatively with the ACF, CCF VCC and SCC to drive further 

Westminster developments to meet the evolving needs of the CFs, and wherever 
possible, maintaining or improving commonality of processes between the two cadet 
forces.  

4. Communicate with employees and volunteers and providers of information, software and 
hardware as necessary for the proper maintenance of the Westminster application.  

5. For non-trivial enhancements, ensure that written business agreed specification are in 
place, business and development resources are agreed, and resulting implementation 
projects are properly managed;  

6. Attend meetings and conferences as appropriate.  
7. Provide third line support in conjunction with the Service Desk and Product Owner.  
8. Any other task as required.  
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Criteria Essential Desirable Methods of 
assessment 

Qualifications 
and Training 

High level of administration and IT 
skills.  
 
Good general education  
 
Evidence of continuing personal 
and professional development  
 

Experience of Project 

Management 

 
Experience managing 
people.  

Application 
form, interview, 
certificates 

Experience 
and 
knowledge 

Experience of working with 
partners, internally and externally  
 
Accustomed to working under 
pressure for a demanding team  
 
Understanding of Agile principles.  
 

An understanding of 
policy relating to young 
people  
 
Understanding of the 
Armed Forces  

Application 
form, interview, 
certificates  
 

Skills and 
ability 

Information gathering and 
analysis skills  
 
Demonstrable success in 
establishing effective working 
relationship across a range of 
organisations at all levels  
 
Excellent written and verbal 
communication skills.  
 
Effective interpersonal skills, in 
particular influencing skills  
 
Ability to work on own initiative  
 
Enthusiasm, flexibility and 
innovation  
 
Personal credibility and 
confidence  

Be able to deal with 
complex and difficult 
issues.  

Application 
form, interview, 
certificates  
 

 


