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What we do is incredibly important.  
All of the services we deliver enable the 
other parts of MOD to focus on meeting 
their core objective of keeping the UK, our 
Armed Forces, security services, and our 
citizens, safe and secure.

Our purpose remains focused on delivering 
fundamental services to enable the wider 
MOD to address the biggest challenges 
facing the UK’s Defence and Security. We 
are a market-leader in our field undertaking 
substantial numbers of HR, payroll, 
financial and procurement transactions 
each year.

We are experts in service delivery and 
large-scale administration, so our work 
has real value, and we are all extremely 
dedicated in delivering it.

We recognise that having a rich diversity of 
people helps us to improve and innovate 
and ultimately, deliver the best possible 
services for clients and customers.

We are immensely proud of our inclusive 
culture based on fairness for everyone 
in our workforce. We want all our people 
to thrive, succeed and achieve their full 
potential.

I hope your application to join us is 
successful.

Good luck!

Richard Cornish
DBS Chief Executive
February 2023

Welcome to Defence Business Services
“We are immensely 

proud of our inclusive 
culture based on 

fairness for everyone 
in our workforce. We 
want all our people to 

thrive, succeed 
and achieve their 

full potential”

We provide a wide range of services to the Ministry of Defence (MOD) 
which include large scale finance, procurement and HR operations 
alongside several specialist functions including the MOD’s Medal Office 
and the Ilford Park Care Home for Polish War Veterans.

A great place to work
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DBS delivers large scale administration and 
smaller specialist services to enable the wider 
MOD to focus on its core aim of maintaining 
the UK’s defence and security. 

Since we were formed in 2011, our talented 
colleagues have built an enviable reputation 
for delivering large scale services on time, 
on budget, and to the satisfaction of our 
customers. We bring people together from 
a wide range of disciplines and use their 
knowledge and understanding of government 
to interpret and connect requirements to 
deliver optimal solutions.

We are working to support the wider MOD 
to meet their challenges and achieve their 
strategic objectives by being customer centric 
and continuously improving. 

We have lots of variety across our operations 
and transformation projects with plenty of 
opportunities and challenges for people to 
explore and work within. 

 

1 - We are Defence Business Services (DBS)

We are a key organisation within the UK 
Government’s Ministry of Defence which is 
responsible for the provision of high quality, 
professional corporate services.

We are one of the largest shared services providers in Europe delivering corporate HR, payroll, Armed 
Forces pensions and compensation, finance, and information services for the Ministry of Defence.  

A great place to work
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We have a challenge to 
drive the transformational 
change needed to 
support the UK’s ability 
to deliver critical national 
and international defence 
outputs.

We are looking to 
modernise and transform 
how our services are 
delivered through 
increased digitisation to 
help us continue providing 
our services quickly and 
efficiently in the way our 
customers wish to receive 
them.

2 – What we deliver

The Ilford Park Care Home for Polish 
War Veterans

Our range of services includes: 

This is an exciting time to be part of an organisation delivering critical services to over 1 million 
military and civilian service users. Systems & Information

Recruitment

We Pay: 55K Civil 
Servants, 210K military 
personnel and 392K 
forces’ pensioners

HR Services & Support

Finance & Procurement

Transition & Welfare

Enquiry Centres & Communications

 Recognition & Compassionate Services

Compensation & Pensions

Working with: People 
Civ HR Reward Team, 
FMPA, line managers, 
functional leads

Pay & Allowances

We run: 13k civilian 
campaigns every year as 
well as every exit

Working with: People Civ 
HR, HR business partners, 
Civilian Workforce Advisors, 
TLBs, line managers, 
functional leads

We manage: Payroll, 
allowances, wills and 
personal documents for 
all military personnel

Working with:
HR business partners, 
line managers, 
Defence people

We support: AFPCS, VWS 
and Defence Transition 
Services. Civilians get 24hr 
support through the EAP

Working with: Single 
Services, personnel 
recovery teams, 
Defence Inquest Unit, 
OVA and AF People 
Support

We solve: 63k customer 
enquiries to our civilian, 
JPA and veterans’ enquiry 
centres

Working with:
People Civ HR, UKSV, 
Cabinet Office, DE&S, 
DfinStrat, DDC

We Deliver: safe, secure 
information management 
systems such as MyHR

Working with: Defence 
Digital, functional leads, 
Defence Commercial, UK 
Strat Comms, MOD Cyber

We process: Our experts manage 
around 4.2m invoices worth over 
£27bn

Working with:
Defence Commercial, 
Finance

We Care: 24/7 casualty manage-
ment, kin-forming, repatriation, 
military and commemorative funerals, 
23k medals issued each year

Working with:
PJHQ, Single Services, AF 
People Support, Defence 
Secretary

We Administer: The AFPS, the 
Veterans Welfare Service and 
Defence Transition Service

Working with:
AF People Support, MOD 
Legal Advisors, Govern-
ment Legal Department

Our Work and Our Partners

£

£
Systems & Information

Recruitment

We Pay: 55K Civil 
Servants, 210K military 
personnel and 392K 
forces’ pensioners

HR Services & Support

Finance & Procurement

Transition & Welfare

Enquiry Centres & Communications

 Recognition & Compassionate Services

Compensation & Pensions

Working with: People 
Civ HR Reward Team, 
FMPA, line managers, 
functional leads

Pay & Allowances

We run: 13k civilian 
campaigns every year as 
well as every exit

Working with: People Civ 
HR, HR business partners, 
Civilian Workforce Advisors, 
TLBs, line managers, 
functional leads

We manage: Payroll, 
allowances, wills and 
personal documents for 
all military personnel

Working with:
HR business partners, 
line managers, 
Defence people

We support: AFPCS, VWS 
and Defence Transition 
Services. Civilians get 24hr 
support through the EAP

Working with: Single 
Services, personnel 
recovery teams, 
Defence Inquest Unit, 
OVA and AF People 
Support

We solve: 63k customer 
enquiries to our civilian, 
JPA and veterans’ enquiry 
centres

Working with:
People Civ HR, UKSV, 
Cabinet Office, DE&S, 
DfinStrat, DDC

We Deliver: safe, secure 
information management 
systems such as MyHR

Working with: Defence 
Digital, functional leads, 
Defence Commercial, UK 
Strat Comms, MOD Cyber

We process: Our experts manage 
around 4.2m invoices worth over 
£27bn

Working with:
Defence Commercial, 
Finance

We Care: 24/7 casualty manage-
ment, kin-forming, repatriation, 
military and commemorative funerals, 
23k medals issued each year

Working with:
PJHQ, Single Services, AF 
People Support, Defence 
Secretary

We Administer: The AFPS, the 
Veterans Welfare Service and 
Defence Transition Service

Working with:
AF People Support, MOD 
Legal Advisors, Govern-
ment Legal Department

Our Work and Our Partners

£

£

Systems & Information

Recruitment

We Pay: 55K Civil 
Servants, 210K military 
personnel and 392K 
forces’ pensioners

HR Services & Support

Finance & Procurement

Transition & Welfare

Enquiry Centres & Communications

 Recognition & Compassionate Services

Compensation & Pensions

Working with: People 
Civ HR Reward Team, 
FMPA, line managers, 
functional leads

Pay & Allowances

We run: 13k civilian 
campaigns every year as 
well as every exit

Working with: People Civ 
HR, HR business partners, 
Civilian Workforce Advisors, 
TLBs, line managers, 
functional leads

We manage: Payroll, 
allowances, wills and 
personal documents for 
all military personnel

Working with:
HR business partners, 
line managers, 
Defence people

We support: AFPCS, VWS 
and Defence Transition 
Services. Civilians get 24hr 
support through the EAP

Working with: Single 
Services, personnel 
recovery teams, 
Defence Inquest Unit, 
OVA and AF People 
Support

We solve: 63k customer 
enquiries to our civilian, 
JPA and veterans’ enquiry 
centres

Working with:
People Civ HR, UKSV, 
Cabinet Office, DE&S, 
DfinStrat, DDC

We Deliver: safe, secure 
information management 
systems such as MyHR

Working with: Defence 
Digital, functional leads, 
Defence Commercial, UK 
Strat Comms, MOD Cyber

We process: Our experts manage 
around 4.2m invoices worth over 
£27bn

Working with:
Defence Commercial, 
Finance

We Care: 24/7 casualty manage-
ment, kin-forming, repatriation, 
military and commemorative funerals, 
23k medals issued each year

Working with:
PJHQ, Single Services, AF 
People Support, Defence 
Secretary

We Administer: The AFPS, the 
Veterans Welfare Service and 
Defence Transition Service

Working with:
AF People Support, MOD 
Legal Advisors, Govern-
ment Legal Department

Our Work and Our Partners

£

£

Systems & Information

Recruitment

We Pay: 55K Civil 
Servants, 210K military 
personnel and 392K 
forces’ pensioners

HR Services & Support

Finance & Procurement

Transition & Welfare

Enquiry Centres & Communications

 Recognition & Compassionate Services

Compensation & Pensions

Working with: People 
Civ HR Reward Team, 
FMPA, line managers, 
functional leads

Pay & Allowances

We run: 13k civilian 
campaigns every year as 
well as every exit

Working with: People Civ 
HR, HR business partners, 
Civilian Workforce Advisors, 
TLBs, line managers, 
functional leads

We manage: Payroll, 
allowances, wills and 
personal documents for 
all military personnel

Working with:
HR business partners, 
line managers, 
Defence people

We support: AFPCS, VWS 
and Defence Transition 
Services. Civilians get 24hr 
support through the EAP

Working with: Single 
Services, personnel 
recovery teams, 
Defence Inquest Unit, 
OVA and AF People 
Support

We solve: 63k customer 
enquiries to our civilian, 
JPA and veterans’ enquiry 
centres

Working with:
People Civ HR, UKSV, 
Cabinet Office, DE&S, 
DfinStrat, DDC

We Deliver: safe, secure 
information management 
systems such as MyHR

Working with: Defence 
Digital, functional leads, 
Defence Commercial, UK 
Strat Comms, MOD Cyber

We process: Our experts manage 
around 4.2m invoices worth over 
£27bn

Working with:
Defence Commercial, 
Finance

We Care: 24/7 casualty manage-
ment, kin-forming, repatriation, 
military and commemorative funerals, 
23k medals issued each year

Working with:
PJHQ, Single Services, AF 
People Support, Defence 
Secretary

We Administer: The AFPS, the 
Veterans Welfare Service and 
Defence Transition Service

Working with:
AF People Support, MOD 
Legal Advisors, Govern-
ment Legal Department

Our Work and Our Partners

£

£

Systems & Information

Recruitment

We Pay: 55K Civil 
Servants, 210K military 
personnel and 392K 
forces’ pensioners

HR Services & Support

Finance & Procurement

Transition & Welfare

Enquiry Centres & Communications

 Recognition & Compassionate Services

Compensation & Pensions

Working with: People 
Civ HR Reward Team, 
FMPA, line managers, 
functional leads

Pay & Allowances

We run: 13k civilian 
campaigns every year as 
well as every exit

Working with: People Civ 
HR, HR business partners, 
Civilian Workforce Advisors, 
TLBs, line managers, 
functional leads

We manage: Payroll, 
allowances, wills and 
personal documents for 
all military personnel

Working with:
HR business partners, 
line managers, 
Defence people

We support: AFPCS, VWS 
and Defence Transition 
Services. Civilians get 24hr 
support through the EAP

Working with: Single 
Services, personnel 
recovery teams, 
Defence Inquest Unit, 
OVA and AF People 
Support

We solve: 63k customer 
enquiries to our civilian, 
JPA and veterans’ enquiry 
centres

Working with:
People Civ HR, UKSV, 
Cabinet Office, DE&S, 
DfinStrat, DDC

We Deliver: safe, secure 
information management 
systems such as MyHR

Working with: Defence 
Digital, functional leads, 
Defence Commercial, UK 
Strat Comms, MOD Cyber

We process: Our experts manage 
around 4.2m invoices worth over 
£27bn

Working with:
Defence Commercial, 
Finance

We Care: 24/7 casualty manage-
ment, kin-forming, repatriation, 
military and commemorative funerals, 
23k medals issued each year

Working with:
PJHQ, Single Services, AF 
People Support, Defence 
Secretary

We Administer: The AFPS, the 
Veterans Welfare Service and 
Defence Transition Service

Working with:
AF People Support, MOD 
Legal Advisors, Govern-
ment Legal Department

Our Work and Our Partners

£

£

Military and civilian personnel, pay 
and administrative functions

Operational delivery support for the 
MOD’s finance and procurement 

platforms

Knowledge and information systems 
(including the MOD Library and 

Archives)

Veterans’ services (including a 
welfare service, and administration 
of the Armed Forces Pension and 

Compensation Schemes)

The MOD Medal Office which provides 
current and former members of the 
Armed Forces (or their families) with 
medals earned in service

The Joint Casualty & Compassionate 
Centre manages cases for UK Service 
Personnel and operationally deployed 
civilians 24 hours a day, 7 days a 
week, 365 days a year

A great place to work
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 We recognise our colleagues have different experiences and work to their best in different ways. We empower and 
encourage all of our people to be innovative and work flexibly, finding the best way to deliver for our customers. 
Here’s what some of our people say about us:

“Working at DBS is interesting. Being involved 
and working with Defence and the Armed 
Forces is fascinating and I have met several 
people who have done some incredible things. 
The flexible working hours and the hybrid way 
we can work is a great bonus, especially for 
anyone with obligations outside of work, such 
as child-care” 

Stuart, Financial Services Team

“I recently joined as a communications officer 
and I’m delighted to be part of such a friendly 
and supportive team. They’ve guided me 
through appropriate training, inductions and 
involved me in some exciting projects early on 
to build my confidence. In my short time at DBS 
I feel fully supported, well informed and there’s 
always someone nearby willing to help with my 
questions” 

Chloe, Corporate Services

“I enjoy the variety of work in my role. DBS 
provides a wide range of services to the MOD 
and I get exposure to many of them. I have 
learnt many things about how Defence is 
organised, from the scale of paying all MOD 
staff, to producing service medals, to delivering 
care services - there hasn’t been a day when I 
haven’t learnt something new” 

“No day is the same working for DBS. 
It is an exciting environment to work in 
with a breadth of service strands and customers 
to support.  I’ve had numerous learning and 
development opportunities whilst working here - 
all of which have helped me work to the best of 
my ability and improved my skills” 

Kathryn, Shared Services Team

A great place to work

Chris, Programme Delivery Team
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As an organisation, we want to 
attract, develop, nurture, and retain 
colleagues with diverse backgrounds 
and experiences. To gain the benefits 
from our diversity we must embed an 
inclusive culture where everyone feels 
safe and comfortable challenging ways 
of thinking and voicing their own views 
and ideas.

Our purpose is to create a flexible, 
inclusive, and continuously learning 
organisation, so we have the right skills, 
in the right place, at the right time to 
meet our business and customer’s 
needs.

DBS is committed to providing services 
which embrace diversity and which 
promote equality of opportunity within 
our workforce.  Our goal is to ensure 
that these commitments, reinforced by 
our values, are embedded in our day 
to day working practices with all our 
customers, colleagues and partners.

4 - Strength through diversity

We are committed to become an inclusive 
employer of choice and we will continue to: 

• Increase the representation of the  
currently under-represented groups to 
make DBS more diverse

• Build an inclusive environment, where 
everyone feels a sense of belonging 
where they can be themselves, feel 
supported, empowered, respected and 
fairly treated at all times

• Be an inclusive employer that does not 
tolerate discrimination

Everyone in our workforce is unique, brings their own individual perspectives, and are valued for 
being themselves and what they bring to the organisation.

A great place to work

Our HR policies are fully inclusive for all 
staff regardless of age, 
working-pattern, disability or any other 
protected characteristic.
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WORKING PATTERNS

We offer a range of 
flexibilities to enable a 
better work-life balance 
for Civil Service civilian 
employees.   

We fully understand that enabling our 
employees to have a good work-life 
balance has benefits in terms of attracting 
and retaining high calibre staff.  

Examples of our working patterns 
available are:

• Full-time

• Part-time

• Job share

• Term-time

• Flexible working hours

5 - How we work
SMARTER WORKING

We are introducing smarter 
ways of working throughout 
DBS.

We provide hybrid 
working for particular 
roles where staff are 
provided with a laptop 
to be able to work in our 
offices, remotely or from 
home.

We are working hard to 
improve our access to, and 
use of, digital technology, 
empowering our people to 
work from any location in 
the UK and use the facilities 
we have available to their 
maximum effect.

COLLABORATIVE SPACES

Within DBS we are 
modernising our offices 
to enable enhanced 
collaboration.

Our new workplace will provide spaces 
to help us:

Connect – meet with 
colleagues and teams 
through technology

Collaborate – work and 
exchange ideas with 
colleagues

Create – innovate and 
introduce new ideas to 
the organisation

Concentrate – to be 
able to reflect, focus and 
undertake work 

A great place to work
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ANNUAL LEAVE & BANK HOLIDAY ALLOWANCE

We offer 25 days annual leave, rising over 5 
years to 30 days for new entrants to the Civil 
Service. This is calculated pro-rata for part 
time staff. This is in addition to the UK’s public 
holidays each year.

PENSION

The Civil Service Pension is one of the best 
workplace pensions schemes in the UK public 
sector and full of financial benefits, providing 
you with financial security and options when 
you retire. Joining the Civil Service you will have 
access to the Alpha pension scheme with has 
generous employer contributions and some of 

the lowest members contributions in the public sector.  
 
For more information you can visit: Civil Service Pensions

REWARD & RECOGNITION

When employees perform to a high standard 
through the delivery of their objectives and 
by demonstrating excellent behaviours, it is 
important that their contribution is recognised.
We have two primary methods of rewarding high 
performance:

• In-Year Performance Awards providing financial rewards

• A Thank You Scheme issuing gift vouchers

We also hold internal annual people awards and encourage our 
staff to praise and recognise their colleagues as part of everyday 
working.

MOD DISCOUNTS

As an MOD employee you have access to 
discount schemes such as the MOD Discount 
Card and the Blue Light Card. See links below:

Defence Discount Services

Blue Light Card

6 – Our staff benefits

A great place to work

https://www.civilservicepensionscheme.org.uk/
https://www.defencediscountservice.co.uk/
https://www.bluelightcard.co.uk/
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From access to world class providers through Civil Service Learning, to professional development opportunities, 
mentoring and apprenticeships, we can provide the means to support and develop your skills and capability giving 
you an effective means of developing your career, boosting your confidence and empowering you. 

Learning using the 70:20:10 model

We advocate the learning where 
70% is done on the job, 20% 
with co-workers and 10% 
through formal learning.

This ensures colleagues can access learning 
in a format that suits them, taking into account 
different learning styles and needs.

You will regularly meet with your line manager to 
discuss how we can support your professional 
learning and development needs.

Access a wide range of e-learning

This is supported through 
access to a variety of different 
platforms with thousands of 
different courses available.

This provides a flexible approach 
to learning in everything from 
personal effectiveness to digital 
and specialist skills.

Apprenticeships

There are 30+ different 
apprenticeship standards 
available for all colleagues 
to enroll on that range from Level 2 (GCSE 
equivalent) to Level 7 (Masters equivalent).

Delivery is predominantly online, making them 
accessible regardless of working location. 

These aren’t just for school leavers - in DBS 
we have apprentices of all ages and grades. 
These programmes provide an opportunity to 
combine workplace learning with attaining a 
formal qualification that supports personal and 
professional development.

The DBS Mentoring Scheme

We provide our colleagues 
with the opportunity to 
match themselves with an 
experienced DBS colleague to support their 
development.

Access to Profession Frameworks

Career frameworks provide 
a breakdown of the skills 
and knowledge expected for 
different roles within DBS 
(and wider Civil Service). They 
provide associated learning and provide tools 
that support career planning and development. 

Dedicated Development Time
 
We provide each employee with 
five days for their learning and 
development each year. 

DBS employees are also allowed 
up to 6 days special leave with pay each year 
for volunteering to build up relevant skills and 
gain experience that can be applied in the 
workplace.
 
We fully support reservists and provide them 
with 15 days special leave with pay for their 
training.

A great place to work
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Our recruitment process will vary according to individual circumstances and the level of vetting 
required for any particular post. They will all follow the same basic process shown below:

8 – Starting your DBS journey - Our recruitment process

APPLICATION
CV - Personal Statement - Test

APPLICANT SIFT
Sift to find suitable 

candidates for interview

INTERVIEW
In person or virtual 

using Civil Service Behaviours 

PROVISIONAL OFFER
Whilst security 

checks undertaken

SECURITY CLEARANCE
& VETTING

FORMAL OFFER
Offer confirmed so

official arrangements and
start dates can be discussed

WELCOME TO DBS
Your first day of employment

?

A great place to work
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6 - Continuing Professional 

Development(CPD)

We provide lots 
of opportunity for 

people to learn and 

develop within DBS 

enabling you to 
develop your skills 

and enhance your career.

9 - Key considerations

1 - Application

Familiarise yourself 
with the Civil Service 
Success Profiles to 
ensure your answers 
are in line with the 
expectations of the 
framework.

Contact the Recruitment Team detailed in the job advert to ask any specific questions about the role you are applying for.

2 - Interview

If you can’t make 
the proposed 
interview slot(s), 
enquire promptly 
with the contact 
point to see if there 
are any alternative 
dates and times available.

3 - Onboarding

DBS conducts all recruitment 
administration and onboarding. 
The quicker you fill out any 
required forms, the less delays 
are likely to occur.

Unless otherwise stated, all new starters will 
undergo: security clearance or developed 
vetting, employment history, fraud and 
medical checks.

(Timescales for completion of security 
clearances can be between 30 to 60 days).

4 - Flexi-Time

Our flexi-time scheme 
enables certain hours, 
worked over standard 
normal contracted hours, to be claimed back as time in lieu upon line manager approval.  This includes travelling to sites other than your permanent place of work.

5 - Smarter & Flexible Working
Flexible hybrid 
working can be 
explored at your 
manager’s discretion and tailored to your 
work life balance.

Monitors, desks, keyboards and other related equipment can be ordered for home working where necessary.

A great place to work
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We hope this information has encouraged you to submit an application for a role within the Ministry of Defence (MOD) 
at Defence Business Services (DBS).

Specific contact details can be found on all of our individual adverts on Civil Service Jobs.

This Candidate Information Pack is to help you as a candidate. If you have any suggestions for improvement, 
please email DBS-ResourcingPartner@mod.gov.uk.

Thank you for your interest

A great place to work
Version 2.0 

February 2023

A JD & KB Production

https://www.civilservicejobs.service.gov.uk/csr/index.cgi

