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APPLICANT PACK 
GENERAL ADMIN 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

	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 & 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


	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



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

Selection Process Key Dates

	Vacancy Closes for Applications
	27/05/2026
	Time
	12am


	Interview Date*
	05/06/2026


*Please note interview dates are subject to change. 

If you have any queries regarding the vacancy or have a disability which you feel may affect your performance at any stage in the recruitment and selection process, please contact Eilidh Dykes, HR Assistant by email at: StirlingHR@prisons.gov.scot  or by telephone on: 01786 835371  to allow reasonable adjustments to be made to assist you. 
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