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The Qualification 
Overall Objective for the Qualifications 

 

This handbook relates to the following qualification: 

 

Level 2 Certificate for Military Personnel Administrators  

 

This qualification provides the standards that must be achieved by individuals that are 

working in Military Personnel Administration. 

 

Pre-entry Requirements 

 

None Identified 

 
Unit Content and Rules of Combination 
 

This qualification is made up of a total of 5 mandatory units.  To be awarded this qualification 

the candidate must achieve a total of 17 credits as shown in the table below. 

 

Mandatory Units 

URN Unit Title Level Credit 

Value 

GLH TQT 

D/507/1158 Provide Human Resource Support 2 3 
 

26 
 

30 

H/507/1159 
Understanding the networking 
information environment 

2 3 
 

26 
 

30 

Y/507/1160 
Conduct Human Resource Financial 
processes 

2 3 
 

26 
 

30 

D/507/1161 
Process Human Resource 
Documentation 

2 5 
 

42 
 

50 

H/506/1162 
Support personnel career and welfare 
administration 

2 3 
 

26 
 

30 

 
Age Restriction 
 
This qualification is available to learners aged 18 years and over. 
 
Opportunities for Progression 
 

This qualification creates a number of opportunities for progression into specialist and 

management roles. 

 

Exemption 
 
No exemptions have been identified. 



Qualification Units 
 
URN: D/507/1158  

Title: Provide Human Resource Support 

Level: 2 

Credit value: 3 

GLH 26 

TQT 30 

Learning outcomes 
 
The learner will: 

Assessment criteria 
 

The learner can: 

1. Understand the 
processes for 
administrative support 

1.1 Explain the freedom of information act 
1.2 Explain the protective marking policy 
1.3 Explain the production, administration and distribution of 

orders 
1.4 Explain the chain of command’s interview procedures 
1.5 Explain how to process correspondence 
1.6 Draft documents for signature 
1.7 Explain the provision of support for report and returns 
1.8 Explain the advice and guidance on administration support 
1.9 Explain signpost advice 
1.10 Explain data protection within the organisation 

2. Be able to maintain 
filing systems  

2.1 Process registered files  
2.2 Identify markings and descriptors 
2.3 Control and maintain protectively marked documents 
2.4 Produce trace Information  

3. Be able to conduct 
Staff and personnel 
support (SPS) duties 

3.1 Conduct deployment administration checks  
3.2 Carryout administration of Identity documents 
3.3 Conduct SPS duties on operations 
3.4 Conduct cash handling duties 

4. Understand customer 
service skills 

4.1 Communicate with service personnel 
4.2 Process service persons enquiries 
4.3 Explain conflict resolution measures 
4.4 Conduct situational analysis 
4.5 Explain customer expectations 

Additional information about the unit 

Unit purpose and aim(s) This unit is about understanding the procedures 
for administrative support within the organisation. 
Conducting staff and personnel duties and being 
able to use customer service skills effectively  

Assessment requirements specified by a 
sector or regulatory body (if appropriate) 

Assessed must be conducted in the workplace, in 
a training environment.  Simulation is not 
permitted for this unit 



Name of the organisation submitting the 
unit 

Defence Awarding Organisation 

  



URN: H/506/1159 

Title: Understanding the networking information environment  

Level: 2 

Credit value: 3 

GLH 26 

TQT 30 

Learning outcomes 
 
The learner will: 

Assessment criteria 
 

The learner can: 

1. Understand the 
Networked 
Information 
Environment (NIE)  

1.1 Explain the need to share information 
1.2 Explain the support available to the NIE and Users – Single 

Point of Contact (SPOC) 
1.3 Explain Windows SharePoint Services  
1.4 Explain the MOSS team site 

2. Understand the 
information 
administration 
system within the 
workplace  

2.1 Explain the Defence Information Infrastructure (Dii) system 
2.2 Explain the use of SharePoint  
2.3 Explain the document security procedures for information 

assets  
2.4 Explain how to maintain the disposal register  

Additional information about the unit 

Unit purpose and aim(s) This unit is about understanding the networked 
Information environment and the systems used 
within the workplace 

Assessment requirements specified by a 
sector or regulatory body (if appropriate) 

Assessed must be conducted in the workplace, in 
a training environment.  Simulation is not 
permitted for this unit 

Name of the organisation submitting the 
unit 

Defence Awarding Organisation 

  



URN: Y/507/1160 

Title: Conduct Human Resource Financial processes 

Level: 2 

Credit value: 3 

GLH 26 

TQT 30 

Learning outcomes 
 
The learner will: 

Assessment criteria 
 

The learner can: 

1. Understand the 
organisations pay 
system  

1.1 Explain the organisations pay system 
1.2 Explain the basic concepts of pay within the organisation 
1.3 Explain the entitlements for specialist pay 
1.4 Explain the statement of earning layout 
1.5 Explain the statement of earnings checks 
1.6 Explain the actions for correcting  on errors 
1.7 Calculate minimum drawing rates 
1.8 Explain the emergency cash payments to service personnel 
1.9 Explain drawing rate for service personnel receiving 

emergency cash payments 
1.10 Explain how to create credit element entries 
1.11 Explain applications 
1.12 Explain how to administer bank details 
1.13 Explain split net pay 
1.14 Explain the types of advances of pay for service personnel 
1.15 Explain Accelerated Incremental Progression  
1.16 Explain the eligibility for accelerated incremental 

progression 
1.17 Explain the process for Joint Personnel Administration 

(JPA) element entry for accelerated incremental progression 
1.18 Explain the pay system for promotion  
1.19 Explain the commitment bonuses and financial retention 

incentives  
1.20 Explain  how to process bonuses 

Explain the organisations maternity pay system 

2. Be able to administer 
allowances 

2.1 Explain the allowances available to service personnel 
2.2 Process allowance documentation 
2.3 Calculate food and Incidental allowance  
2.4 Input allowances using the organisational  recording system 
2.5 Conduct the termination of allowances 
2.6 Submit claims on behalf of the service personnel  

3. Be able to administer 
charges to service 
personnel 

3.1 Explain  debit element entries 
3.2 Explain how to administer charges 
3.3 Administer charges for service personnel 

Additional information about the unit 



Unit purpose and aim(s)  

Assessment requirements specified by a 
sector or regulatory body (if appropriate) 

Assessed must be conducted in the workplace, in 
a training environment.  Simulation is not 
permitted for this unit 

Name of the organisation submitting the 
unit 

Defence Awarding Organisation 

  



URN: D/507/1161 

Title:  Process Human Resource Documentation 

Level: 2 

Credit value: 5 

GLH 42 

TQT 50 

Learning outcomes 
 
The learner will: 

Assessment criteria 
 

The learner can: 

1. Be able to maintain 
personnel 
documentation  

1.1 Explain personal documentation handling 
1.2 Explain how to process service personnel documentation 
1.3 Explain how to record documentation 
1.4 Maintain personnel documentation 
1.5 Explain how to file personal documentation 
1.6 Despatch service personnel documentation 
1.7 Forward completed will forms to Army Personnel Centre 
1.8 Explain how to signpost electoral registration 
1.9 Process registration documentation 

2. Be able to maintain 
absence records  

2.1 Explain  the different service absences 
2.2 Explain how to input, maintain and amend absence records 
2.3 Explain how to produce outstanding authorised absence 

reports 
2.4 Create and record unauthorised absence on the in-service HR 

system 

3. Be able to  
administer travel and 
troop movements  

3.1 Explain the procedure for booking automated travel (rail/air) 
3.2 Explain how to process bookings 
3.3 Administer travel documentation 
3.4 Completion of applications for passports/visas 
3.5 Record details of passports/visas using the in-service HR 

system 
3.6 Explain how to action and complete applications 
3.7 Update the NATO travel order register 

4. Be able to maintain 
sub-unit service 
inquiry procedures  

4.1 Explain the  process for completing the sub unit service 
inquiry documentation 

4.2 Produce convening order 
4.3 Submit service inquiry documentation through the chain of 

command  
4.4 Forward service inquiry documentation to Army Personnel 

Centre 
4.5 Quality assure service inquiry documentation in line with your 

authority 

5. Be able to process 
service discipline 
documentation 

5.1 Provide administrative support to AFA 06 
5.2 Conduct reviews of administration and discipline case files 
5.3 Produce administration and discipline files 
5.4 Provide support in the administration of AGAI 67 
5.5 Explain how to frame charge(s) 



Additional information about the unit 

Unit purpose and aim(s) The aim of this unit is to be able to maintain 
service personnel records, process service 
discipline and maintain the organisations inquiry 
procedures 

Assessment requirements specified by a 
sector or regulatory body (if appropriate) 

Assessed must be conducted in the workplace, in 
a training environment.  Simulation is not 
permitted for this unit 

Name of the organisation submitting the 
unit 

Defence Awarding Organisation 

 

 

 

 

 

 

 

  



URN: H/507/1162 

Title: Support personnel career and welfare administration 

Level: 2 

Credit value: 3 

GLH 26 

TQT 30 

Learning outcomes 
 
The learner will: 

Assessment criteria 
 

The learner can: 

1. Understand the  
welfare support 
process 

1.1 Explain the casualty reporting process 
1.2 Process the welfare documentation  

2. Be able to process 
performance 
management 
documentation 

2.1 Explain how to process and support annual appraisals 
2.2 Process performance management documentation 

3. Be able to process  
training records 

3.1 Explain the process for  administering training records 
3.2 Run reports showing personnel requiring military training 
3.3 Record training courses  
3.4 Advise others on attending external courses 
3.5 Advise others on financial allowances 

4. Be able to provide 
career support to 
others 

4.1 Direct service personnel to documentation for transfer to a 
different arm / service 
 

Additional information about the unit 

Unit purpose and aim(s) This unit is about understanding the welfare 
support process, process performance 
management documentation and provide career 
support to others within the organisation 

Assessment requirements specified by a 
sector or regulatory body (if appropriate) 

Assessed must be conducted in the workplace, in 
a training environment.  Simulation is not 
permitted for this unit 

Name of the organisation submitting the 
unit 

Defence Awarding Organisation 

 

 


