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job description
Diversity and inclusion administrator
	Position Title
	Diversity and Inclusion Administrator 
	Department
	Diversity and Inclusion

	Generic Job Title
	Administrator  
	Segment
	SJS

	Team Band
	Unbanded
	Location
	HMP Peterborough

	Reports to
	Diversity & Inclusion Manager
	Office/Unit Name
	HMP Peterborough


ORGANISATION StRUCTURE

[image: image1]
Job Purpose 

To provide administration support, to the Diversity & Inclusion Manager and support the diversity and inclusion provision within HMP Peterborough in accordance with the National and Local guidance policies and requirements. The role will encompass a variety of duties which include but are not restricted to:-

· Collect Complaints and process the DIRFs for investigation.

· DIRF administration

· Log Questionnaire feedback on spreadsheets

· Lead on supporting Peer reps and the new Buddy Scheme.

· Check in with D&I prisoner reps daily. 

· Action request from Peer reps on Prisoner difficulties. 

· Lead on the new Cultural Shop.

· Record Purposeful Activity on teams.

· Take minutes at Diversity and Inclusion forums and type these up. 

· Research and Plan for Diversity and Inclusion events, in line with the local calendar.

· Take minutes at Transgender Local Case Boards and type these up. 

· Pay Prisoner reps daily.

· Check Kiosk requests and Action, keeping a log on spreadsheets. 

· Support prisoners where required around diversity and inclusion 

· Complete display boards on main street around Diversity and Inclusion, using relevant material research/provided. 
· Required to attend meetings where necessary. 

· Compling data eg, the complaint logs.

· Liasing with case investigators.

· Establishing trends and patterns from information received. 
· Any other duties requested by line manager. 

Accountabilities
· Maintain all appropriate records and documentations.
· Assist in the production of management information, regular reports, estabilish trends and patterns from information recived.
· Monitor and oversee all filling and ensure that record systems are kept up to date and stored securely. 

· Responsible for all administration duties as required by the line manager, 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 all areas to ensure the safe and smooth running of the prison.

· Build relationships with key internal and external stakeholders.

· Any other addional accountabilites for your role.

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 provide 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 of working in a similar environment or role

· Able to operate relevant IT appliances

· Experience of working under pressure and to deadlines

· Able to manage competing work priorities 

· Strong Communicator both written and oral
· Demonstrates a professional demeanour 
· Exhibits patience and good listening skills
· Well organised and excellent time management skills
· Shows attention to detail 
· Ability to prioritise effectively and manage own workload

· Excellent awareness of the importance of confidentiality
· Ability to work well as part of a team
· Shows compassion and empathy to others
· Good interpersonal skills

· Respects diversity at all times and is non-judgemental

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
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