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	JOB DESCRIPTION & PERSON SPECIFICATION


Job Details
	Job title
	Report to

	Prisoner Services Assistant 
	Procurement Manager 

	Location
	Department

	Grampian
	General Office
	Hours of work
	Number of hours

	Part Time	17.5 hours
Wednesday   12.00 – 15.30 
Thursday       08.00 – 15.30 (30 mins lunch)
Friday            08.00 – 15.30 (30 mins lunch)

	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 	No



Job Description
	Job Purpose

	The post holder will provide an effective and efficient shopping and sundry provision service to the prisoner population within strict deadlines. They will accurately collate and process individual orders, via the bag and tag operation and deliver the orders within the prison. This is a physically demanding role in a warehouse type vicinity, and manual handling duties will be required. 

	Key Responsibilities of the Role

	1
	Contribute to the delivery of an effective and efficient internal grocery/shopping service, in accordance with agreed timescales by accurately picking, scanning, and packing individual provision orders. 


	2
	Contribute towards an effective stock management system (weekly/monthly physical stock checks) by recording stock reports and interrogating any discrepancies when they are identified

	3
	To accurately process prisoner individual orders through the computerised till system (EPOS) ensuring compliance with SPS Policies and Audit Processes. 

	4
	Delivery of goods, involving the driving of the Luton Van, and the loading and offloading of goods, to the prisoner accommodation areas. 

	5
	The receiving and checking of the weekly Canteen stock delivery. 


	6
	To multi-task and provide a supporting role throughout the Finance and Admin department, including the processing of the weekly prisoner wages, and other tasks, as directed by the First Line Manager, to ensure deadlines are met within the Finance and Admin Function.


Person Specification
	Criteria
	Essential or Desirable

	Qualifications

	Minimum of two National 5 (or equivalent) qualifications, including English and Mathematics or relevant experience gained in a similar role and/or environment.
	Essential
	Full UK Driving Licence and ability to drive a Luton Van
	Essential

	Knowledge, Skills & Experience

	Knowledge and experience of stock control and delivery.
	Essential
	Experience of good communication skills evidencing what type and how used 
	Essential
	Experience of attention to detail whilst working to deadlines, outlining examples
	Essential
	Competent in the use of Microsoft Office Packages, particularly Excel
	Essential

	Behaviours

	Relationships & Collaboration	Essential
	Plan & Organise	Essential
	Solve Problems & Make Decisions	Essential
	Listen & Communicate	Essential

Selection Methods
	Selection Methods

	1
	Sift

	2
	Interview
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