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SELECTION INFORMATION & CAMPAIGN TIMELINE
Prisoner Services Assistant

We want to ensure you have access to all the information you need to feel prepared, confident and able to show us your best. 

We’ve included details of the selection process and at which stage each criteria from the Person Specification will be assessed. We’ve also included key dates you’ll want to keep in mind. 

Selection Process

Our selection approach is based upon the principle of merit which means that we’ll 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.

The selection process for this role will consist of the following stages:

	· Stage 1 - Application Review
· Stage 2 - Interview



Competencies for Success
Please view our Competencies for Success Framework for information on the core behavioural competencies which apply to all our roles. During recruitment, you’ll be assessed on up to four Competencies for Success, as outlined in the below Selection Information. 



Selection Information

	Criteria
	Essential or Desirable
	Stage of Selection Process Assessed

	Qualifications

	A minimum of 2 National 5 qualifications, including English and Maths or equivalent qualifications or relevant job experience.
	Essential	Application

	Holds full UK driving licence.
	Essential	Application

	Knowledge, Skills & Experience

	Sound knowledge and experience of stock control
	Essential	Application

	Demonstrates strong digital skills, including confident use of Microsoft Office applications such as Excel, Word, Outlook, Teams and PowerPoint. Able to use digital tools and platforms effectively to create, manage and share information, support efficient workflows and enhance communication across the organisation.
	Essential	Application

	Ability to analyse, interpret and report on a range of information. Excellent numeracy skills and attention to detail.
	Essential	Application

	Competencies for Success

	Listen & Communicate	Essential	Interview

	Plan & Organise	Essential	Interiew

	Relationships & Collaboration	Essential	Interview





Selection Process Key Dates

	Date Vacancy Closes for Applications
	26/07/2026	Time Vacancy Closes for Applications
	23:59 

	Interview Date*
	TBC


*please note interview dates are subject to change. 


Reasonable Adjustments 

We recognise that people may have access needs or require adjustments to help them perform at their best. We refer to these as reasonable adjustments.

If you have a disability, whether visible or non‑visible, or any access needs that would support your full participation in the selection process, please contact Nicola McKenzie at Nicola.McKenzie@prisons.gov.scot to discuss how we can best support you.

Examples of reasonable adjustments we have provided in the past include:
· Offering additional time during interviews
· Adjusting how interview questions are asked
· Scheduling interviews at a time that works best for you
· Breaking multi‑stage questions into smaller steps
· Providing written materials in alternative formats (e.g., different font, colour, or text size)
· Sharing extra information about what to expect during the selection process
· Printing resources on paper in a preferred colour
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