

[image: image1.emf]

CJU Data Administrator
	District/Department
	Criminal Justice Department
	Rank/Grade
	Band A


	Role purpose:
	Interrogate, maintain and retrieve data/information using various computer and manual recording packages, accurately contributing to monitoring activities for own and multi-agency partnership purposes.


	Summary of Main Duties: 



	Interrogate, maintain and retrieve data/information using various computer and manual recording packages, accurately contributing to monitoring activities for own and multi-agency partnership purposes.

Use a Computer, copy type letters, reports, statements, et cetera, 

Process Digital Files (Remand files, Charge and Bail files, Postal Requisition files and Youth Summons files) to Court and CPS.

Review and check quality of Files, completing remedial work as necessary for first Court Hearing.
Copy and Edit CCTV for Court Hearings.

Finalise files.

Prepare letters to victims/witnesses of crime

Receive, Process and Review Appeal/Warrant/Committal for Sentence Files.
       Retrieve Crown Court Files on a weekly basis.  

Any other duties commensurate with the grade of the post



	Competencies/behaviours

	Please access the College of Policing website and refer to the Competency and Values for a definition of the values and essential behaviours for each required competency level.


	Competency
https://profdev.college.police.uk/competency-values/
	CVF Level 
Level 1 – Practitioner

Level 2 – Supervisor/Middle Manager

Level 3 – Senior Manager/Executive

	We are emotionally aware

	1

	We take ownership

	1

	We are collaborative

	1

	We deliver, support and inspire

	1

	We analyse critically

	1

	We are innovative and open-minded

	1

	Core values for ALL employees:

	Integrity

Impartiality
	Public Service

Transparency


	Experience, Education and Skills: Ideally between 4 and 6 of each

	Essential Criteria (used for short-listing):

	Experience of using Microsoft Word packages.

	Experience of copy typing/word processing.

	Flexibility to work overtime or at Sheffield and Doncaster, Saturdays and Bank Holiday on a rota basis to meet organisational needs.

	Experience in data input and retrieval of information.



	Experience of communication by a variety of means, including telephone and keyboard skills



	

	Desirable:

	Able to listen and hear audio taped conversations.

	RSA/OCR equivalent typewriting/word-processing qualification.
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* NB.  All applicants who are invited for interview will be required to complete an audio and copy typing test.
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