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DURHAM CONSTABULARY

JOB DESCRIPTION

	JOB TITLE:
	Criminal Justice Unit Clerical Officer 

	
	

	COMMAND:
	Crime Command

	
	

	LOCATION:
	Police Headquarters

	
	

	SCALE:

	Scale 3

	
	

	RESPONSIBLE TO:
	Criminal Justice Unit Supervisor

	
	

	JOB PURPOSE:
	The Criminal Justice Unit (CJU) is responsible for the preparation of files and associated tasks in relation to pre and post court workflows.

The CJU Clerical Officer is responsible for the completion of various processes and procedures whilst performing a mutli-functional role in the CJU. The information dealt with is of a confidential and sensitive nature. Please note that this role has access to potentially both sensitive and disturbing images.




MAIN DUTIES AND RESPONSIBILITIES

	1.
	To provide a digital file reception service for all incoming pre and post charge cases, including process, minor traffic and charge files.

	
	

	2.
	To complete the full range of file preparation duties associated with general processes, ensuring associated records and databases are maintained accurately, and administrative functions are performed efficiently. Completion of quality assessments on cases including providing appropriate feedback as required.

	
	

	3.
	To provide relevant information to authorised agencies, e.g. Crown Prosecution Service (CPS), HMCTS, Probation Service, in accordance with Force Policy.

	
	

	4.
	To prepare and dispatch authorised system generated letters, such as postal requisitions to defendants, by the relevant method (post, e-mail or arrange personal service). Where appropriate, apply for Home Office production orders in accordance with Force Policy.

	
	

	5.
	To prepare and liaise with internal and external customers regarding the process of remand prisoners within the specified timeframes. 

	
	

	
	

	6.
	To process Court results and any associated tasking.

	
	

	7.
8.
	Follow up admin procedures and ensure that files are actioned in accordance with agreed policies.

Communicate with internal and external customers regarding enquiries in relation to ongoing cases. 

	
	

	9.
10.


	Attend any relevant workplace training.
To undertake other appropriate duties of a suitable nature necessary to maintain the continuity of service provided. 

	
	

	
	


The duties and responsibilities outlined above cannot encompass or define all tasks which may be required of the post holder.  The outline of duties and responsibilities given above therefore may vary from time to time without materially changing either the character or level of responsibility and these factors are reflected in the grade applied to the post.

DURHAM CONSTABULARY

PERSON SPECIFICATION

JOB TITLE:

CJU Admin Officer 

COMMAND: 

Crime Command





	EMPLOYEE


	THE SUCCESSFUL CANDIDATE SHOULD POSSES THE FOLLOWING:-
	ASSESSMENT

CRITERIA

	Educational Attainment/

Professional Qualifications


	·  Applicants must have 4 GCSEs including English Language or Literature and Mathematics (Grade 9 to 4/A to C) or an approved equivalent. An individual who possesses an equivalent e.g. NVQ must provide evidence of Math’s and English.

	· Sift/Test/Interview

	Work Experience


	· At least 3 months previous clerical experience e.g. preparing letters and documents from templates, incoming and outgoing postal duties, updating records and systems.


	· Sift/Interview

	Knowledge/Skills/

Aptitudes


	· Numerical skills, e.g. addition, subtraction, simple multiplication or division, simple statistics

· Enhanced literacy skills, e.g. composing original memos, letters, reports or statement writing

· Enhanced keyboard skills, e.g. use of spreadsheets, inputting into database systems, etc. where accuracy is essential but speed is not a key demand


	· Sift/Interview

· Sift/Interview

· Sift/Interview

	Disposition


	· Able to work under pressure to meet specific deadlines

· Able to work on own initiative as well as part of a team


	· Sift/Interview

· Sift/Interview

	Special Requirements


	· To be of the highest integrity

· To have a respect for diversity and be committed to the principles of Equal Opportunities


	· Sift/Interview/ Vetting
· Sift/Interview
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