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	Job Title
Job Description and Personal Specification

	
	

	Job title:
	Case Administrator - Custody

	Place of work:
	HMP Thameside

	Hours of work:
	15 hours

	Salary/Grade:
	Grade B

	Reports to:
	OMU Co-Ordinator

	Level of screening:
	Enhanced

	

	Who we are


Catch22 exists to help build a society where everyone has a good place to live, good people around them, and a fulfilling purpose. We call these our '3Ps'.
We achieve this in two ways. First we improve lives on the frontline through delivery of public services. Secondly, we use our knowledge to change 'the system', to fix the complex web that can trap and disempower those it was set up to help. With the heart of a charity and the mindset of a business, we are uniquely placed to deliver on this challenging agenda.

	Where you fit in

	This is a great opportunity to join our team at HMP Thameside. We are seeking to recruit a Custody Case Administrator to support our team in HMP Thameside, who provide Offender Management and Gangs’ service. You will ensure the effective delivery of administrative and organisational support, enabling Custody Case Managers to manage caseloads of sentenced and remand prisoner as well as supporting with departmental targets and budget requirements.



	Main Duties & Accountabilities


As a Custody Case Administrator you will:
· Co-ordinating Offender Management services, including the collection, preparation, collation and recording of offender information on paper and computer systems.

· Undertaking a range of data entry/revision/retrieval operations and email and word processing.

· Ensuring the relevant case data is promptly collected and inputted into the Offender Management Unit (OMU) database so that performance information is readily available.

· Ensuring compliance with the contract KPTs by encouraging timely completion of Offender Management functions and informing Coordinators of weekly target completions.

· Preparing and producing accurate minutes of meetings in Offender Management functions, including Discharge Boards, MARAP meetings, Sentence Planning boards and Offender Manager Meetings, working to a tight timescale.

· Liaising with the Police, Probation and CRC providers to ensure the efficient running of sentence planning and offender management meetings, using initiative to resolve any problems that may arise.

· Offering administrative support to Case Managers and senior managers 

· Covering the work of colleagues who are on leave / in an emergency and ensuring the delivery of the services for the Offender Management department.

· Updating Case Managers on movements and transfers within the prison

· Supporting the Home Detention Curfew (HDC)and Observation, Categorisation and Allocation (OCA) processes as part of the OMU Administration team responsibilities
	What does good look like for this role?


	Organisational Relationships


Reports to line manager – OMU Co-Ordinator

Responsible for developing close and effective working relationships across the prison and with key agencies and partners to facilitate a co-ordinated multi agency response to address the identified risks and needs of prisoners. 

	Job Title: Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	QUALIFICATIONS
	· An excellent standard of written English and ability to record and produce minutes of meetings to a high standard


	A qualification within Criminal Justice.

	A, I

	KNOWLEDGE
	· A general knowledge of the prison departments and functions.

· Knowledge on the different Microsoft programmes including outlook, excel, word and PowerPoint. 


	Knowledge of criminogenic needs

Knowledge of prison service and sentencing from the Courts
	A, I

	EXPERIENCE


	· Good experience of carrying out comparable administrative work in an office environment.

· Good experience of using a wide range of office systems

· Experience of data entry and monitoring.

· Ability to work in a sensitive area requiring a high level of confidentiality

· Able to develop and manage administration, monitoring & finance procedures.


	Experience of working with offenders.
	A, I

	SKILLS & ABILITIES
	· Ability to prioritise tasks and organise your own work effectively, including working to tight deadlines.
· General organisational and administration skills.
· A good understanding of professional boundaries .

· The ability to listen and communicate to an acceptable standard both verbally and in writing and to disseminate information in an easily understood and appropriate format.

· Ability to use own initiative and judgement in dealing with colleagues and partner agencies without direct supervision

· Effective oral and inter-personal communication skills, with the ability to build effective working relationships with a wide range of contacts, including senior managers

· Willingness to assist with all aspects of admin and support work, with an aptitude for adaptability


	The ability and willingness and flexibility to work outside office hours, if required.



	A, I

	OTHER
	· Share Catch22 values

· Awareness of and commitment to Equality & Diversity

· Willing to travel and work flexibly

· Desire to develop and undertake training as required


	
	A, I



