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	JOB DESCRIPTION & PERSON SPECIFICATION


Job Details
	Job title
	Report to

	Criminal Administration Assistant
	Officer Manager

	Location
	Department

	Perth
	General Office
	Hours of work
	Number of hours

	Part Time	21

	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

	The role of the Criminal Administration Assistant within the Scottish Prison Service is to provide administration services within the remit of the Criminal Administration function.  This will include the effective delivery of efficient administrative, clerical and IT support, completing tasks according to National and Local guidelines, SPS practices and procedures and security standards.This is a part-time vacancy, 21 hours per week. Days of work required at Monday, Tuesday and Wednesday. This can be further discussed and negotiated with the successful candidate.

	Key Responsibilities of the Role

	1
	To complete all liberation paperwork including travel warrants, deduction of PPC cash and notifications of release to Police Scotland. 

	2
	To complete escort booking forms for transfers, children’s hearings and liaise on a daily basis with movements clerks to confirm escorts 

	3
	To liaise with internal and external contacts to prepare the transfers of those in our care to other establishments.

	4
	Answer enquires on a daily basis from internal and external agencies in a polite and courteous manner.

	5
	To be responsible for the general and archive filing, accurately recording on database to comply with data retention timescales.

	6
	To be responsible for dealing with hall request books and when required forward to other areas for request to be actioned.



Person Specification

	Criteria
	Essential or Desirable

	Qualifications

	Minimum of two National 5 (or equivalent) qualifications including English and Mathematics or relevant general administrative experience. 
	Essential
	Knowledge, Skills & Experience

	Experience within an administration function 
	
	Essential
	Have excellent IT skills, including Microsoft applications including Outlook, Excel and Word  
	Essential
	Experience of processing data and ensuring accuracy of information  
	Essential
	Competencies for Success

	Listen & Communicate	Essential

	Plan & Organise	Essential
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