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	JOB DESCRIPTION & PERSON SPECIFICATION


Job Details
	Job title
	Report to

	Prisoner Services Assistant  
	Accounts Manager

	Location
	Department

	Shotts
	Finance
	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 post holder will provide an effective and efficient canteen service to the prisoner population, adhering to strict guidelines and deadlines, accurately processing and bagging individual orders in preparation for delivery to residential areas. The post holder will be required to work outside in all weather conditions (appropriate PPE will be provided). The post holder may be required to cover the Prisoner Wages Admin Assistant as highlighted by management. This role will have prisoner contact.

	Key Responsibilities of the Role

	1
	Contribute to the delivery of an effective and efficient canteen service in accordance to agreed timescales.  The post holder will be required to undertake manual handling duties on a daily basis, in a warehouse type vicinity.

	2
	Check canteen sheets for accuracy and process orders through an electronic point of sale system.

	3
	Accurately pick, charge and seal prisoner’s canteen orders, in preparation to deliver to residential areas within strict deadlines.

	4
	Receive and check weekly stock delivery and input onto stock management software.  Effective stock management, rotation and reconciliation including physical stock check.

	5
	Drive luton van when delivering canteen orders to the residential halls of the establishment.

	6
	As part of a multi-functional team you will be required to perform other tasks/ relief cover as specified by Accounts Manager.



Person Specification

	Criteria
	Essential or Desirable

	Qualifications

	A minimum of 2 National 5 qualifications, including English and Maths or equivalent qualifications.
	Essential
	Holds full UK driving licence.
	Essential
	Knowledge, Skills & Experience

	Sound knowledge and experience of stock control.

	Desirable
	Competent and experienced in the use of ICT tools, including Microsoft Office.

	Essential
	Ability to work individually and as part of a team to meet departmental deadlines. 
	Essential
	Ability to analyse, interpret and report on a range of information. Excellent numeracy skills and attention to detail. 
	Essential
	Competencies for Success

	Relationships & Collaboration	Essential

	Listen & Communicate	Essential

	Accountability & Initiative	Essential


	

Selection Methods
	Selection Methods

	Interview 
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