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APPLICANT PACK 
General Assistant

Thank you for your interest in the above role. Below, you will find the job description and person specification with information on how criteria from the person specification will be assessed throughout the recruitment process. You will also find information on the recruitment and selection process and key dates.

Job Description

	Job Purpose	

	To provide efficient and reliable administrative support across the organisation, ensuring daily operations run smoothly. The Admin Assistant will handle a range of tasks including managing correspondence, organising information, maintaining records and supporting colleagues and managers with routine administrative duties. This role is essential in helping the team operate effectively and in delivering a high standard of service. The post holder will provide an effective and efficient service to the prisoner population within strict deadlines and within the parameters of the SPS Finance Policy supporting admin, procurement and bag and tag function.
Working hours Monday to Thursday 0930-1430, Friday 0900-1230
 

	Key Responsibilities


	1
	Contribute to the delivery of an effective and efficient bag and tag service in accordance to agreed timescales.  

	2
	Inputting prisoners personal cash and ensuring that correct balances are passed to the Cashier at the end of the day.  Processing all local purchases and ensuring they balance.

	3
	Operating switchboard and passing on messages to relevant staff within HMP Shotts. Ensuring mail is processed daily in line with policies.

	4
	As part of a multi-functional team you will be required to perform other tasks/ relief cover as specified by Accounts Manager, including procurement duties. 

	

	
	




Person Specification & Assessment Information

Our selection approach is based upon the principle of merit which means that we will look to appointment the person who best meets the requirements of the role as outlined in the person specification. In determining the most meritorious candidate, applicants will be assessed against the published criteria during the selection process, as detailed below. The most meritorious candidate will be the one who best meets the essential criteria for the role. Performance against any published desirable criteria will only be considered where two or more candidates have performed equally against the essential criteria and there is a need to use the desirable criteria to identify the preferred candidate.

	Criteria
	Essential or Desirable
	Stage of Selection Process Assessed


	Qualifications


	Minimum of two National 5 (or equivalent) qualifications including English and Mathematics or relevant general administrative experience.
	Essential
	Application


	Knowledge, Skills & Experience


	Administration Experience - Skilled and experienced across all areas of administrative support, delivering consistently high standards of organisation and accuracy.
	Essential
	Application & Interview

	Competent in the use of Microsoft Office packages including Excel, Word, Outlook

	Essential
	Application & Interview

	Knowledge & Experience of stock control.
	Desirable
	Application & Interview 

	Analytical Skills - Ability to analyse, interpret & report on a range of information, ensuring accuracy and sound numerical skills.
	Essential
	Interview


	Behaviours


	Listen & Communicate
	Essential
	Interview

	Plan & Organise
	Essential
	Interview

	Accountability & Initiative
	Essential
	Interview



For further information regarding the expectations in regard to behaviours, candidates should reference the Competencies for Success Framework.  

Selection Process Key Dates

	Vacancy Closes for Applications
	01/05/2026
	
	


	Interview Date*
	Week commencing 18 May 2026


*please note interview dates are subject to change. 



Reasonable Adjustments 

We know some people have conditions which require additional support for them to perform at their best.  We call this support “making reasonable adjustments”.   If you have a disability (visible or non-visible) and require reasonable adjustments to be made to support your participation in the selection process, please contact Shotts HR team at ShottsHR@prisons.gov.scot in the first instance to discuss. 
 
Some examples of reasonable adjustments we have made in the past are:
  
· Allocating additional time for the interview  
· Assessors asking interview questions in a different way  
· Scheduling the interview at a suitable time 
· Asking multi-stage questions in steps 
· Providing written documents in different font, colour or text size  
· Providing some extra information about what to expect through the selection process
· Printing resources on a different colour of paper 
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