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	JOB DESCRIPTION & PERSON SPECIFICATION



Job Details
	Job title
	Report to

	General Administartor
	Prisoner Services Manager

	Location
	Department

	Stirling
	General Office
	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





Job Description
	Job Purpose

	Working as part of the HMP YOI Stirling’s Finance & Business Team, the post holder will be responsible for providing a high quality of administrative service to support the business need.

	Key Responsibilities of the Role

	1
	Undertake a wide range of specific and general administrative tasks, i.e. Home Detention Curfew applications and risk assessments.

	2
	Provide administrative support, attend and take minutes for meetings including but not limited to Integrated Case Management (ICM), and Multi-Disciplinary Mental Health (MDMHT) as well as supporting the Risk Management Team (RMT) process, ensuring that minutes are accurate and action points are recorded.

	3
	Required to handle confidential information and follow correct administrative protocols and procedures.

	4
	Maintenance of effective and efficient electronic and paper-based filing and data recording systems, including Prisoner Records ensuring compliance with Data Protection Legislation and SPS guidelines.

	5
	Other duties, commensurate with role and level within the organisation, deemed necessary to ensure the continuation of an effective and efficient service.







Person Specification
	Criteria
	Essential or Desirable

	Qualifications

	A minimum of two national 5 (or equivalent) qualifications, including English and Mathematics or relevant experience gained in a similar role and/or environment. 
	Essential
	Knowledge, Skills & Experience

	Competent in MS Office Packages including Excel, Word, Outlook etc.
	Essential
	Ability to effectively prioritise workloads and manage multiple work streams, ensuring deadlines are met.
	Essential
	Knowledge and experience of taking accurate minutes and issuing within agreed deadlines
	Essential

	Behaviours

	Plan & Organise	Essential
	Relationships & Collaboration	Essential
	Listen & Communicate	Essential
	Solve Problems & Make Decisions	Essential


Selection Methods
	Selection Methods

	1
	Sift

	2
	Interview
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