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JOB DESCRIPTION & PERSON SPECIFICATION
Job Details

	Job Title
	Report to

	Mail Assistant 
	Business Improvement/Criminal Manager  

	Location
	Department

	 Greenock
	General Office 

	Hours of Work
	Number of Hours

	Part Time
	16

	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 requirement 

	Disclosure Scotland –Level 2 Check 
	n/a



Job Description

	Job Purpose

	To ensure the effective and efficient management of all mail items for the establishment in line with SPS Policy and Standard Operating Procedures.

The position is part time and will operate on the following days and hours on a rotational basis over 2 weeks (16 hrs per week):

Week 1 – Thursday, Friday and Saturday 9.15am- 14.35pm
Week 2 – Monday, Thursday and Friday 9.15am – 14.35pm 


	Key Responsibilities of the role


	1
	 To attend the front of house area in order to collect all mail delivered to the establishment and transport to the designated secure area.

	2
	Correctly identify all mail into relevant categories i.e. Prisoner Confidential Correspondence / General Correspondence together with any damaged mail items and complete relevant inventory sheets as per Standard Operating Procedures.

	3
	Conduct secondary assurance screening of all mail through x-ray machine and contact the relevant nominated manager to request secondary assurance check before any mail is issued.

	4
	To process all outgoing mail ensuring correct postage and completion of mail logs as well as conducting secondary assurance of all mail through the x-ray machine and contact the relevant nominate manager to request secondary assurance before any mail is issued. 

	5
	To ensure compliance with the current policies on Prisoners Correspondence and associated Prison Rules.

	6
	Other general administration duties, commensurate with role and level within the organisation, deemed necessary to ensure the continuation of an effective and efficient
 service.


  

Person Specification & Assessment Information
Our selection approach is based upon the principle of merit which means that we will 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. 

	Criteria 
	Essential/Desirable?
	When assessed?

	Qualifications

	Minimum of 2 National 5 Awards (or equivalent) including English, Maths or Arithmetic or administration relevant experience.

	ESSENTIAL
	Application
Sift 1

	Knowledge, Skills and Experience 

	Demonstrate strong digital skills, including confident use of Microsoft office applications such as Excel, Word, Outlook, TEAMS and PowerPoint.  
	ESSENTIAL
	Application 
Sift 1
Competency Sift
Interview

	Administrative Experience – Skilled and experienced in administrative support, delivering consistently high standards of organisation and accuracy.
	ESSENTIAL 
	Application 
Sift 1
Competency Sift
Interview

	Ability of prioritising workloads and attention to detail, whilst working to departmental deadlines. 
	ESSENTIAL 
	Application 
Sift 1
Competency Sift
Interview

	Behaviours – Competencies for Success

	Listen and Communicate   
	ESSENTIAL
	Interview 

	Relationships and Collaboration  
	ESSENTIAL
	Interview 

	Plan and Organise   
	
ESSENTIAL
	Interview
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