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JOB DESCRIPTION
	Job Title
	DBS Decision Maker 

	Command/Department
	Corporate Development/ Information Rights and Disclosure

	Current Grade
	Scale 5

	Reporting to
	Senior Disclosure Officer 



	Overall purpose of the role:

	To receive and process Disclosure and Barring (DBS) applications on individuals who are apply for role that require regular unsupervised access to children and other vulnerable people for employment purposes where an enhanced DBS certificate is required. You are required to undertake research into non-conviction and conviction information on the applicant or third parties. 



	Key responsibilities of the role


	1
	Develop a detailed working knowledge of the Quality Assurance Framework (QAF) which is a national framework and local processes.  Ensure the QAF is adhered to.

	2
	To make informed, accurate decisions on the relevance of information held on Police National Database (PND), Police National Computer (PNC) and Durham Constabulary’s local systems in relation to the safeguarding and risk to children or vulnerable adults. This includes assessing and making decisions in relation to third parties on homebased applications determining the level of frequent unsupervised access to the particular vulnerable group. 

	3
	To evaluate, interpret and analyse complex data/ information retrieved from policing systems and other agencies when making your decisions. Write up an initial disclosure text if requires for consideration for by the Chief Officer Delegate (COD).

	4
	Quality assures information provided by DBS/ DBS applicant, identify errors and omission in line with local and national processes. The harvesting of updated information is to be shared with the PNC liaison team within Durham Constabulary: updated address/ national insurance number and driving licence number. 

	5
	Create an audit trail of applications process by completing a production log accurately. Completing an audit trail, recording how any why a decision was reached, ensuring the information provided satisfies the principles within the relevant legislation and produced in a coherent manner. 

	6
	Maintain required quality standards and compliance with the QAF, which is reviewed regularly and graded by the DBS Standards and Compliance Unit (SCU).

	7
	Provide an effect and timely service to internal and external customers ensuring that service level agreements (SLA’s) are met. 

	8
	Liaise with internal and external agencies to gather information to assist with decision making. 

	9
	Manage own case load ensuring the timeliness and quality of the decision making is inline with QAF and SLA’s.

	11
	Other general duties such reviewing post/ emails and supporting with queries where applicable. 

	10
	Lead by example and behave in line with the Police code of Ethics.


DURHAM CONSTABULARY
PERSON SPECIFICATION

JOB TITLE:		DBS Decision Maker
DEPARTMENT:	Corporate Development Command   		

	        

EMPLOYEE


	
THE SUCCESSFUL CANDIDATE SHOULD POSSES THE FOLLOWING:-
	

ASSESSMENT
CRITERIA

	
Educational Attainment/
Professional Qualifications


	
City & Guilds Level III/ A Levels/or BTEC National in a relevant subject or an approved equivalent 
	
Sift / Test / Interview

	
Work Experience



	
At least 1 year clerical experience, e.g. photocopying, filing, 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 either original memos, letters or short reports on a regular basis, 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 / Vetting / Interview

Sift / Interview
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