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	JOB DESCRIPTION & PERSON SPECIFICATION


Job Details
	Job title
	Report to

	Programmes Admin
	Programmes FLM

	Location
	Department

	Polmont
	Industries & Activities
	Hours of work
	Number of hours

	Part Time	17.5

	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 	N/A

	Level of criminal records check required
	Any additional vetting requirements 

	Disclosure Scotland - Level 2 Check	Choose an item.


Job Description

	Job Purpose

	Provide effective and efficient administrative support within the Programmes Department, in line with current SPS procedures.

	Key Responsibilities of the Role

	1
	Provide administrative support within the Programmes Department and other functions when required. Typing of various records, reports and documents including minutes of various meetings.

	2
	Organise documentation required to support the Programmes Department including Photocopying, scanning and production of office paperwork.

	3
	Update prisoner records including Prisoner Records System Database and maintain and update all relevant databases and waiting lists.

	4
	Maintain accurate and up to date filing systems including electronic filing systems in line with SPS and legislative requirements.

	5
	All other duties commensurate with pay band and training as advised by Line Manager.

	6
	





Person Specification

	Criteria
	Essential or Desirable

	Qualifications

	Two National 5 qualifications, including English and Maths/Arithmetic or equivalent qualifications or proven relevant work experience.
	Essential
	
	Choose an item.
	Knowledge, Skills & Experience

	Competent in all aspects of administration.
	Essential
	Competent in using software such as Microsoft Office Packages (Excel, Word, Outlook, Teams and PowerPoint presentation.
	Essential
	Ability to effectively prioritise workload to meet departmental and organisational deadlines. Organisational skills and ability to maintain records and secure information in line with legislative requirements.
	Essential
	You will have excellent communication skills, organisation and prioritisation skills and be able to work well under limited supervision.
	Essential
	Competencies for Success

	Relationships & Collaboration	Essential

	Listen & Communicate	Essential

	Plan & Organise	Essential

	Choose an item.	Essential
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