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	JOB DESCRIPTION & PERSON SPECIFICATION


Job Details
	Job title
	Report to

	Programme and Link Centre Administrator
	RRU FLM

	Location
	Department

	Glenochil
	Industries & Activities
	Hours of work
	Number of hours

	Normal Office Hours	35

	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)?

	C 	No

	Level of criminal records check required
	Any additional vetting requirements 

	Choose an item.	Choose an item.


Job Description

	Job Purpose

	Purpose of the Role
We are seeking to recruit a Programmes and Link Centre Administrator to provide essential administrative support across programme delivery and Link Centre operations. This role will act as a key point of contact for service users, partners, and stakeholders, ensuring efficient administration, accurate record keeping, effective communication, and excellent customer service.


	Key Responsibilities of the Role

	1
	Maintain accurate records, databases, monitoring information, and reports.

	2
	Improve efficiency, coordination, and communication across programmes and services

	3
	Manage participant records, attendance monitoring, meeting arrangements, and document management processes to ensure the effective delivery of programmes. 

	4
	Take accurate and timely minutes across a range of programme, operational, and partnership meetings, ensuring actions are recorded and followed up appropriately.

	5
	Update and maintain information across a variety of internal and external systems and platforms in line with Scottish Prison Service (SPS) policies, procedures, and data management requirements.

	6
	Support monitoring, evaluation, and performance reporting activities by gathering and maintaining relevant data and documentation.

	7
	Act as a professional first point of contact for service users, visitors, and partner organisations, delivering a high standard of customer service.





Person Specification

	Criteria
	Essential or Desirable

	Qualifications

	National 5 (or equivalent) in English and Mathematics or equivalent relevant business administrative experience.


	Essential
	Knowledge, Skills & Experience

	Understanding of administrative processes and office management procedures.

	Essential
	Understanding of data protection, confidentiality, and information governance requirements.

	Essential
	Knowledge of Microsoft Office applications, including Word, Excel, Outlook, Teams, and other digital platforms.

	Essential
	Excellent organisational and time management skills, with the ability to manage multiple priorities and meet deadlines.

	Essential
	Competencies for Success

	Listen & Communicate	Essential

	Plan & Organise	Essential

	Relationships & Collaboration	Essential

	Choose an item.	Essential
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