WE ARE HIRING!
Location: HMP Addiewell, Station Road, Addiewell, West Lothian, Scotland, Scotland
Prison Correspondence Administrator


	Salary: £24,570 per annum
	Job Reference: 

	Contract Type: Permanent
	Expiry Date: 29th December

	Package	£24,570 per annum
Description: We also offer Sodexo Discounts site promoting discounted mobile phone tariffs, savings across restaurant chains and days out, where you and your family can save money on everything from your weekly food shop to the latest cinema blockbuster and much more.
Post holders will be subjected to an Enhanced Disclosure Scotland check prior to being employed.


Job Introduction:
We currently have an opportunity for a Prison Correspondence Administrator to join our team. This is a great opportunity for a customer focused individual to join a fast paced environment where you will assist with the aim to change lives for the better by reducing reoffending and risk of harm and improving the quality of life of those under our supervision and in our care. We are a values based organisation, who work in partnership to provide proven, ethical and innovative rehabilitation services to our local communities.

HMP Addiewell is a maximum-security prison, with a strong and concerted focus on learning not to reoffend, relevant skills training and employability. We work with all areas of the wider community to ensure residents have the best possible chance of becoming contributing citizens upon release. Addiewell opened in 2008 and has become an integral part of the Scottish Prison Service estate earning much praise from (amongst others) HMCIP, for its innovation, use of technology, strong partnership working and the “can do” culture we foster

For more information on Sodexo Careers please visit Sodexo Careers and Careers in Justice

Main Responsibilities:

Deal with all correspondence in/out of the establishment and distribute to relevant department ensuring adherence to the latest policies and procedures.
Record and process all special and recorded delivery items, incoming and outgoing Deal with any queries regarding mail both internally and externally
Be part of a multi-tasked team to provide a service to the prison. This will include providing cover for other administrators when required.
Undertake duties as required that will contribute to the effective operation of the prison.

[image: ] Maintain confidentiality at all times
[image: ] Liaise with employees and members of the public in a polite, confident and friendly manner.
Please see attached job description for further information regarding the role requirements.


Sodexo Segment: UK Government - Justice

To apply for this job visit community.sodexojobs.co.uk and enter 
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