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	JOB DESCRIPTION & PERSON SPECIFICATION


Job Details
	Job title
	Report to

	Mail Administration Assistant
	Office Manager

	Location
	Department

	Inverness
	General Office
	Hours of work
	Number of hours

	Part Time	Job Shared – 
Post holder 1:
Week 1: 
Monday (0830 – 1600) (1 hr break) (6.5 hrs)
Tuesday (0830- 1600) (1 hr break) (6.5 hrs)
Friday (0830 -1400) (5.5 hrs) 
Total for week: 18.5 hrs
 
Week 2: 
Monday (0830 – 1600) (1 hr break) (6.5 hrs)
Tuesday (0830- 1600) (1 hr break) (6.5 hrs)
Saturday (0830 – 1200) (3.5hrs)
Total for week: 16.5 hrs

Post holder 2:
Week 1:
Wednesday (0830- 1600) (1 hr break) (6.5 hrs)
Thursday (0830- 1600) (1 hr break) (6.5 hrs)
Saturday (0830 – 1200) (3.5hrs)
Total for week: 16.5 hrs

Week 2:
Wednesday (0830- 1600) (1 hr break) (6.5 hrs)
Thursday (0830- 1600) (1 hr break) (6.5 hrs)
Friday (0830 -1400) (5.5 hrs)
Total for week: 18.5 hrs

	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



Job Description
	Job Purpose

	The job holder will be part of the Finance & Administration team at HMP Inverness. The post holder will be responsible for processing the incoming and outgoing mail at the Establishment. This includes Royal Mail deliveries, internal mail and email-a-prisoner correspondence. The job holder will secondary scan mail through the X-Ray machine, sort and distribute, ensuring that SPS policies are adhered to at all times. 
This position is a job-shared role, where the post-holder will be required to work every second Saturday to carry out mail administration duties.
Being part of a multi-functional team, other administration tasks will be part of this role, including – answering switchboard telephone & email enquiries, booking prisoner visits, general data input e.g. updating prisoner records, prisoner mobile/PIN phone administration and assistance within the prisoners canteen when required (manual handling duties may be required).

	Key Responsibilities of the Role

	1
	Collect and log the incoming mail & email-a-prisoner correspondence received into the Establishment, ensuring all necessary policies and procedures are followed daily.

	2
	Prepare outgoing mail for Royal Mail pickup and internal mail for delivery.

	3
	Provide administration support such as answering the switchboard telephone, filing, data input. Ensuring secure storage and maintenance of data.

	4
	Updating and maintaining prisoner records systems.

	5
	As part of a multi-functional team, the post holder will be required to carry out other tasks or cover as specified by the Office Manager, commensurate to their grade. 

	6
	



Person Specification
	Criteria
	Essential or Desirable

	Qualifications

	A minimum of 2 National 5 qualifications, including English and Maths or equivalent qualifications, or relevant job experience. 
	Essential
	
	Choose an item.
	Knowledge, Skills & Experience

	Workload Prioritisation - Ability of prioritising workloads and attention to detail, whilst working to departmental deadlines.
	Essential

	Administration Experience - Skilled and experienced across all areas of administrative support, delivering consistently high standards of organisation and accuracy.
	Essential

	Digital Skills - 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

	Data Protection Knowledge - Awareness of GDPR and the requirement for confidentiality in line with SPS guidelines.
	Desirable
	Behaviours

	Listen & Communicate	Essential
	Relationships & Collaboration	Essential
	Plan & Organise	Essential
	Choose an item.	Choose an item.


Selection Methods
	Selection Methods

	1
	Sift

	2
	Interview
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