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Job Description:
Administration Team Leader – Offender Management Unit (OMU)


















































	Function:
	Offender Management Unit (OMU)

	Position:  
	Administration Team Leader

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	Amy Jones, Head of Offender Management Services (HOMS)

	Additional reporting line to:
	Head of Offender Management (Senior Leadership Team)

	Position location:
	Offender Management Unit, within HMP Peterborough

	

	1.  Purpose of the Job – State concisely the aim of the job.  

	
This is a first line manager role in the OMU, undertaking all line management responsibilities for a team of Administrators. Activities include recruitment and training Administrators in the functions performed across OMU and the Custody Team; ensuring compliance with Sodexo policies and procedures supporting colleague wellbeing, absence management, capability and performance; producing and sharing data about team performance to middle and senior leaders; representing OMU at internal and external meetings, as directed by the HOMS and Senior Leadership Team and maintaining robust and accurate delivery of OMU administration in line with HMPPS Policy guidance. 





	[bookmark: _Hlk114141570]5.  2.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	
· First line manager for a team of Administrators in the Offender Management Unit / Custody Team.
· Ensure compliance with Sodexo policies and procedures for all team colleagues, including management of staff recruitment and onboarding, training and development, managing absence and performance / capability. 
· Support the team in accordance with Sodexo / HMP Peterborough Wellbeing Policy, including regular wellbeing check-ins.
· To support the Administration Teams in their work undertaking administration of all processes regarding prisoners’ attendance at Courts, reviewing Court Warrants. 
· To undertake training in Sentence Calculation (HMPPS) and, on completion of training, achieve and maintain an HMPPS Licence to Operate and perform sentence calculations and manager checks to an Advanced Level.
· To represent middle and senior leaders in OMU in their collaboration with internal and external partners and stakeholders, including Reception and Virtual Courts, HMPPS, HMCTS (Courts), Police and Prisoner Transport Services). 
· Develop Local Operating Procedures across OMU Administration that comply with HMPPS policy and support the team in quality and consistency of delivery. 
· Together with the management team in OMU produce high quality data and oversee delivery of performance linked to Contractual Delivery Indicators (CDI).
· Analyse and act on data collected by the HMPPS Hub to monitor OMU performance. 
· Ensure accuracy and timeliness of data submitted to HMPPS and Sodexo.
· Support the drafting of communications to prisoners and colleagues.  
· Attend OMU team meetings and departmental meetings as required, including delegated attendance for the HOMS and Senior Leaders. 
· To work with confidential and sensitive information securely and safely.
· To work effectively in a Team whilst also managing own workload and priorities. 
· Manage record storage and retention across OMU, ensuring record systems are kept up-to-date and stored securely, in line with Data Protection policies.
· Provide information to the Director and Contractor (HMPPS) to ensure contractual obligations are met. 





	2.  3.  Context and main issues – Describe the most difficult types of problems the jobholder must face (internal or external to Sodexo) and/or the regulations, guidelines, practices that are to be adhered to.

	
· Agile and focused leadership of the Administration teams in OMU which enables all colleagues to fulfil their roles, have access to training resources and can work with confidence. 
· Strong focus on staff wellbeing, including frequent wellbeing check-ins and ensuring leadership tasks are completed in accordance with Sodexo staff policies and procedures. 
· Compliance with HMPPS Policy Frameworks, Policies and Instructions.
· Responding proactively and with pace to changes in legislation regarding courts sentencing and activities that support the safe and effective running of prison and probation services.
· Supporting team colleagues, the OMU and the wider Reducing Reoffending function to create an environment that protects the public and reduces reoffending. 
· Managing the pace of work and deadlines / priorities each day.




	4.  Accountabilities – Give the 3 to 5 key outputs of the position vis-à-vis the organization; they should focus on end results, not duties or activities.

	
· A strong people leader, with a focus on wellbeing, staff development and compliance with Sodexo policies and procedures.
· Accuracy and attention to detail is essential, strengthening confidence with HMPPS in our ability to manage offender. 
· Ability to be flexible in approach to work to meet the needs of the prison population, Courts, HMPPS and Government aims and objectives.
· Effective time management and ability to prioritise and complete tasks efficiently will ensure the OMU Administration / Custody Administration teams are working well, colleagues are trained and supported throughout and the pressure of work is balanced fairly across the Team / OMU. 
· As a member of the OMU management team, an ability to communicate effectively, to analyse and present data and represent the function, with professionalism, in internal and external meetings is essential.  





	2. 5. Dimensions – Point out the main figures / indicators to give some insight on the “volumes” managed by the position and/or the activity of the Department.

	
· The OMU is a large department that includes colleagues from the Probation Service (Managers and Probation Officers) working with a large team of up to 23 FTE Sodexo Prison Offender Managers. The Administration Teams, comprising up to 22 FTE staff, are critical to the function in several ways: 
1. The Public Protection Unit (PPU) ensures compliance with HMPPS Public Protection Policy Framework, supports Inter-Departmental Risk Management Meetings, Public Protection Steering Group and has responsibilities for inputting sensitive information into HMPPS and Police systems, including ViSOR
2. The Custody Administration Team is within the OMU but has distinct duties and responsibilities, including engagement in HMPPS training and a flexible approach to working hours (07:30 – 18:30 potentially) to ensure prisoners attend Court and sentencing outcomes are calculated, recorded and managed effectively.
3. OMU Case Administrators complete processes that support the prisoner through their sentence, from managing applications for Home Detention Curfew and Release on Temporary Licence, prisoner correspondence, Parole planning and prisoner transfers.   

Administration Team Leaders will support Administrators across these areas, ensuring they deliver high quality, accurate and timely work to meet the needs of prisoners, protect the public, and the effective management of courts, sentencing and resettlement. 



	6. Job profile – Describe the qualifications (Education & experience), competencies and skills needed to succeed in the position.

	
Essential
Experience of People Leadership is critical in this role, including oversight of recruitment, staff development and training, managing absence and performance in accordance with Sodexo policy. 
Experience working in a fast-paced environment in an Administrative role.
Able to operate relevant IT applications and Microsoft systems (Word, Excel etc). 
Able to collate, analyse and present data. 
Experience of working under pressure and to deadlines.
Able to manage competing work priorities.
Able to work in a team and independently. 
Experience of working with accuracy and attention to detail,
Excellent communication skills – verbal, written.


Desirable
Knowledge of the English legal system
Experience of working in prison / probation / courts services
Knowledge of key HMPPS / HMCTS systems including DPS, Common Platform, nDelius.


Competencies
Working with others
Planning and organising
Resilience
Continuous improvement
Results orientated
Leadership






	2. 7.  Organization chart – Indicate schematically the position of the job within the organization. It is sufficient to indicate one hierarchical level above (including possible functional boss) and, if applicable, one below the position. In the horizontal direction, the other jobs reporting to the same superior should be indicated.

	
Director

Deputy Director

Head of Offender Management 

Head of Offender Management Services (HOMS)

Team Leader

Custody Team Administrators

Public Protection Unit Administrators

OMU Case Administrators





Levels
	
	· 
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