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JoB description
	Position Title
	Use of Force Administrator         
	Department
	Safer Custody

	Generic Job Title
	Administrator 
	Segment
	SJS

	Team Band
	Unbanded
	Location
	HMP Peterborough

	Reports to
	Head of Safety
	Office / Unit name
	HMP Peterborough


ORGANISATION StRUCTURE



Head of Talent
Job Purpose 

Provide general administration support to the Use of Force Co-ordinator across a performing a variety of duties to ensure the smooth running of the function and providing a service to the prison.
Accountabilities 
· Maintain all appropriate records and documentation. 
· Assist in the production of management information, regular reports, establish trends and patterns from information received.

· Monitor and oversee all filing and ensure that record systems are kept up-to-date and stored securely.

· Responsible for all administrative duties as required by the co-ordinator, ensuring the function is run efficiently and cost effectively when performing work as required and planned. 
· To work closely and co-operate with colleagues in other areas to ensure the safe and smooth running of the prison.

· Build relationships with key internal and external stakeholders.
· Any other additional accountabilities for your role (see attached accountabilities)
Key Performance Indicators (KPIs)
· Administration actions will be completed accurately and in a timely way and will satisfy all appropriate audit requirements
· Team members will be supported effectively.

· Management information provided accurately and within specified deadlines.
· All records maintained accurately and completed within specified legal requirements where appropriate and in accordance to any prison service order and instructions where applicable
· To work in accordance with all Sodexo policies and procedures
Skills, Knowledge, Experience and Competencies
Essential

· Experience working in a similar environment or role
· Proficiency in the use of IT including Microsoft Word, NOMIS and Excel

· Commitment to personal development and ability to adapt to change

· The ability to manage, organise and prioritise workloads

Desirable
· Health, social welfare or voluntary sector experience

· Knowledge of the English legal system

Competencies

· Working with others
· Planning and organising

· Resilience

· Continuous improvement

· Results orientated

Contextual or other information

· You may be required to work in an alternative administration role time to time.
· You will be required to participate in staff rotation.

· Attend any training as and when required.
Accountabilities 
· Download all the footage from CCTV, BWVC and both male and female prison handheld cameras. 

· Prepare the triage packs in readiness for the coordinator to triage every incident.

· Prepare reports for the monthly committee meetings highlighting trends and areas for discussion.

· Ensure all monthly reports are distributed 5 days before the scheduled meeting. 

· Minute the weekly triage and monthly committee meetings.

· Deal with all correspondence in/out of the department and distribute to relevant staff/department.

· Assist with photocopying, faxing, filing within the department.

· Answer and make phone calls within the department in a polite, confident and friendly manner.

· Assist with all administration duties as and when required.

· Prepare daily UOF logs and circulate to all areas to ensure all functions are aware of any outstanding Annex A’s.
· Provide support to the UOF Coordinator and flexibility to adapt to any other duties that may be deemed appropriate to this role.

· Develop and maintain accurate records of all UoF Training taking place at HMP Peterborough and NTRG.
· Maintain a leavers log to ensure all PPE is returned by staff that have left the business.

· Upload and check monthly data in to the NOMs Hub.
· Update an UoF meeting action tracker. 

· Maintain a prisoner and staff log detailing the number of UoF incidents. 
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