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	JOB DESCRIPTION & PERSON SPECIFICATION


Job Details
	Job title
	Report to

	HDC Administration Assistant 
	Prisoner Administration Manager

	Location
	Department

	Glenochil
	General Office
	Hours of work
	Number of hours

	Normal Office Hours	17.5 Hours 

	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 

	Choose an item.	Choose an item.


Job Description

	Job Purpose

	This post sits within the Casework, Home Detention Curfew (HDC), and Risk Management area, and is ideally suited to an enthusiastic and self-motivated individual who can contribute effectively to service delivery and support the wider operational needs of the establishment.
The post holder will be responsible for compiling and collating detailed information relating to all convicted prisoners, enabling Scottish Prison Service (SPS) managers to make informed decisions regarding individual eligibility for release under the Home Detention Curfew scheme.
In addition, the post holder will provide comprehensive administrative support to the establishment’s Risk Management Team, contributing to the effective management and coordination of risk-related processes.


	Key Responsibilities of the Role

	1
	Generation and maintenance, of prisoner specific documentation to administer the Home Detention curfew (HDC) process from identification of eligibility to completion 

	2
	Provide advice and guidance to staff, manager, and partners on HDC assessment process, timescales, and scheme requirements. 

	3
	Maintenance of effective and efficient electronic and paper-based filing and data recording systems, including Prisoner Records, ensuring compliance with Data Protection Legislation, Information Security and SPS Guidelines

	4
	Other duties, commensurate with the role and level within the organisation, deemed necessary to ensure the continuation of an effective and efficient service 

	5
	Provide cover for mail processes and agent visits, as required, to ensure the continued delivery of an effective and efficient service.


	6
	





Person Specification

	Criteria
	Essential or Desirable

	Qualifications

	Two national five qualification, including English and Maths/Arithmetic or relevant administrative experience 
	Essential
	
	Choose an item.
	Knowledge, Skills & Experience

	Previous experience of the Home Detention Curfew (HDC) Scheme. 
	Desirable
	Previous experience of Risk Management and Progression
	Desirable
	Competent in using software such as Microsoft Packages (Excel, work, Outlook, Teams, and PowerPoint Presentation) 
	Essential
	A good understanding of working knowledge of data protection issues. 
	Essential
	Competencies for Success

	Plan & Organise	Essential

	Listen & Communicate	Essential

	Relationships & Collaboration	Essential

	Choose an item.	Essential
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