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Job Description:
Custody Administrator – Offender Management Unit (OMU)


















































	Function:
	Offender Management Unit (OMU)

	Position:  
	Custody Team Administrator

	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 (female)

	

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

	
Undertake administrative tasks for the Custody Team and Offender Management Unit. Engage in training to an Advanced Level to complete sentence calculations and progress court processes, to ensure the smooth running of the function and provide a service to the prisons / HMPPS.






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

	
· To undertake 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 an HMPPS Licence to Operate and perform sentence calculations.
· To collaborate with the OMU, Departments across prisons, including Reception and Virtual Courts and external partners and stakeholders (Courts, Probation Service, Prisoner Transport Services). 
· To work with accuracy and attention to detail in the completion of sentence calculations. 
· Within the team, to support the Team rota and complete duties including management of email communications, respond to telephone enquiries. 
· To work flexibly in ensuring the Custody Administration Team is open from 08:00 – 18:00 Monday – Friday. 
· To work clearly and concisely, following all HMPPS Policy Guidance and Frameworks. 
· To work with confidential and sensitive information securely and safely.
· To work effectively in a Team whilst also managing own workload and priorities. 
· 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.
· 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.

	
· 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.

	
· Accuracy and attention to detail is essential to ensure sentence calculations are robust and reliable – 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, ability to prioritise and complete tasks efficiently will ensure the Custody Team is working well, colleagues are trained and supported throughout and the pressure of work is balanced fairly across the Team / OMU. 





	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 Custody Administration Team is within the OMU but has distinct duties and responsibilities, reflected in this Job Description. This includes expectations to engage in training off-site as required to perform the role and a flexible approach to working hours (07:30 – 18:30 potentially) including paid overtime on occasion. The Custody Team is currently expanding to a team of 12 FTE to ensure the team are responsive to Government priorities.  




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

	
Essential
Experience working in a fast-paced environment in an Administrative role
Able to operate relevant IT applications and Microsoft systems (Word, Exel etc)
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







	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 Administrator
















Levels
	
	· 
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