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JOB DESCRIPTION & PERSON SPECIFICATION
	Job title
	Report to

	Coordination and Briefing Manager
	Head of the Business Management Unit

	Location
	Department

	Headquarters/Hybrid
	Office of the Chief Executive

	Hours of work
	Number of hours

	All Hours Required
	35

	Job role status
	Is C&R/PPT a requirement? 

	Non-Operational
	None

	Pay band 
	Does this role attract any additional allowances (e.g. on-call allowance, RRA)?

	F 
	No


Job Details
	Job Purpose


	Based within the Office of the Chief Executive (OCE), this role provides flexible support across the business support and communications functions at the centre of the Scottish Prison Service (SPS). As a member of the Business Management Team, you will contribute to maintaining and enhancing service delivery and ensuring effective support to the Chief Executive and Senior Team.

You will lead the commissioning, coordination, and quality assurance of a range of briefings and narrative products, including PQ responses, ministerial correspondence, and Cabinet Secretary briefing. The role also acts as a key contact within the OCE, building strong relationships across SPS and the Scottish Government to anticipate emerging issues and prepare timely, high-quality briefing.


	Key Responsibilities of the role



	1
	Develop and maintain governance arrangements to manage strategic, corporate, and business information, including a performance monitoring system that provides the Chief Executive and Senior Team with clear visibility of SPS priorities.

	2
	Provide high-quality secretariat support to the Chief Executive and Deputy Chief Executive, ensuring they are fully briefed and able to deliver their corporate responsibilities effectively.


	3
	Work collaboratively to understand emerging issues across the Justice landscape and coordinate briefing activity, including researching previous material, engaging stakeholders, and clarifying expectations for colleagues.


	4
	Take ownership of tasks and assignments allocated by the Head of the Business Management Unit, ensuring all work is accurate, high-quality, and delivered on time.


	5
	Review submissions for the Chief Executive to ensure they are accurate, aligned with SPS vision and priorities, and of the required quality. Provide constructive feedback to stakeholders, anticipate potential queries, and liaise with Directorates to resolve issues or gather further clarity.




Person Specification	
	Criteria
	Essential or Desirable


	Qualifications


	Be qualified to degree level in a relevant business related discipline 
OR 
have relevant equivalent experience in a corporate environment.   
	Essential


	Knowledge, Skills & Experience


	Working with others 
Ability to work collaboratively with others to deliver strategic outcomes and priorities across the Justice landscape and external stakeholders. 
	​​Essential​ 

	Written Skills  
Ability to produce clear and concise written communications that capture the ethos and aims of the Scottish Prison Service. 
	​​Essential​ 

	Business Management 
Ability to effectively undertake corporate business management and reporting processes and have an understanding of how complex issues are managed, and how decisions are made within a relatively large public sector organisation.
	Essential​ 

	Government Awareness 
Understanding of SPS Framework Document, Ministerial/Parliamentary briefing and processes, such as PQs and First Minister’s Questions 
	​​Desirable​ 


	Behaviours


	Solve Problems & Make Decisions
	Essential

	Listen & Communicate
	Essential

	Plan & Organise
	Essential

	Relationships & Collaboration
	Essential



	Assessment Process


	Competency Sift & Interview
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