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	JOB DESCRIPTION & PERSON SPECIFICATION


Job Details
	Job title
	Report to

	Intellegence Management Unit (IMU Admin Assistant)
	Intellegence Management Unit Manager 

	Location
	Department

	Choose an item.
	Operations
	Hours of work
	Number of hours

	Normal Office Hours	35

	Job role status
	Is C&R/PPT a requirement? 

	Non-Operational	PPT
	Pay band 
	Does this role attract any additional allowances (e.g. on-call allowance, RRA)?

	B 	No

	Level of criminal records check required
	Any additional vetting requirements 

	Choose an item.	Choose an item.


Job Description

	Job Purpose

	The Intelligence Administration Assistant plays a key role within the Scottish Prison Service by providing proactive, high‑quality administrative support to the Intelligence Management Unit (IMU). In this fast‑paced and confidential environment, you will gather, organise and communicate critical information that underpins the work of the Intelligence Analyst and contributes to the production of intelligence reports. You will also prepare clear administrative summaries and reports that support effective decision‑making at prisoner management meetings. This role is central to ensuring that intelligence processes run smoothly, efficiently and with maximum operational impact

	Key Responsibilities of the Role

	1
	Maintenance of statistical data for use by the Intelligence Management Unit (IMU).

	2
	Input of the following data to Prisoner Records System (PR2) in accordance with SPS
· Data Input Standards: 
· Intelligence Reports; 
· Incident Reports; 
· Linked Prisoners (includes research of adverse disclaimers). 

	3
	Collate, file and communicate responses for authorised External Enquiry Forms to external partners including law enforcement agencies.

	4
	Preparation of intelligence and incidents for Prisoner Subject Access Reports in accordance with Data Protection Act 1998, GDPR and SPS Policy.

	5
	Any other administrative duties, as directed by the IMU Manager which are necessary to ensure the effective and efficient running of the IMU within the establishment.



Person Specification

	Criteria
	Essential or Desirable

	Qualifications

	A minimum of 2 National Fives, including English and Maths or equivalent qualifications or relevant experience.
	Essential
	Knowledge, Skills & Experience

	Skilled and experienced across all areas of administrative support, delivering consistently high standards of organisation and accuracy.
	Essential
	Demonstrates strong digital skills, including confident use of Microsoft Office applications such as Excel, Word, Outlook, Teams and PowerPoint. Able to use digital tools and platforms effectively to create, manage and share information, support efficient workflows and enhance communication across the organisation
	Essential
	Organisational skills and ability to maintain records and secure information in line with legislative requirements.
	Essential
	Competencies for Success

	Listen & Communicate	Essential

	Plan & Organise	Essential

	Relationships & Collaboration	Essential
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