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	JOB DESCRIPTION & PERSON SPECIFICATION


Job Details
	Job title
	Report to

	Parole Administrator 
	Casework Manager  

	Location
	Department

	Edinburgh
	Industries & Activities

	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)?

	C 
	No



Job Description
	Job Purpose

	The post holder will ensure the effective administration of the Parole desk function within the statutory legal parameters to ensure an effective offender management process. Compliance with statutory legal requirements in terms of administration of parole dossiers of both determinate and life prisoner dossiers must be maintained consistently. The post holder will demonstrate the ability to work within a strictly time bound environment whilst dealing with often competing priorities and ensuring both accuracy and positive outcomes.

	Key Responsibilities of the Role


	1
	 Administration, collation, storage and dissemination of parole documentation as well as maintaining archive files, storage or the transferring of files to paper keepers for liberated prisoners.

	2
	 Administration and effective control in the receiving or transfer of parole documentation and prisoner warrants. Responsible for the inputting of this information on to the PR2 system.

	3
	Administration of liberation and parole release process in collaboration with requisite internal and external client groups.

	4
	Administration of the prisoner transfer process in liaison with the prisoner transfer provider.

	5
	Maintain data-bases ensuring effective time-tabling of RMT meetings, recording minutes of RMT, adverse development and other relevant meetings.

	6
	Provide ad hoc assistance to the LLO/ERLO across the Establishment and other team members, for example, Court Desk as directed by your line manager, commensurate with role and level within the organisation.



Person Specification
	Criteria
	Essential or Desirable


	Qualifications


	Five National 5 Qualifications (including Maths and English) or equivalent qualifications or relevant people facing experience 
	Essential

	Warrant and Sentence calculation (Intermediate) or be willing to work towards this 
	Essential 


	Knowledge, Skills & Experience


	Well-developed knowledge and practical experience of Computer / IT packages including Microsoft Office.  
	Essential

	Experience of Parole Process and Administration
	Desirable

	Understanding of relevant SPS policies and procedures as well as relevant national legislation and guidelines pertinent to the role (Parole) 
	Desirable


	Behaviours


	Listen & Communicate
	Essential

	Plan & Organise
	Essential

	Relationships and Collaboration 
	Essential 

	Accountability and Initiative
	Essential 



Selection Methods
	Selection Methods


	1
	Interview
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