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November 18

Office of the Police & Crime Commissioner (OPCC)

JOB DESCRIPTION

	Job Title

Service Unit

Team

Responsible to

Salary Range

Vetting Status
	Community Hub Advisor
OPCC

OPCC

Senior Complaints Service Adviser 
Scale 3 -4

RV
	November 18


Job Context

The Police & Crime Commissioner (PCC) appoints statutory and non-statutory officers to the Office of the Police & Crime Commissioner (OPCC) to ensure that the powers and duties of the PCC are carried out efficiently and effectively. Alongside the PCC, the OPCC ensures that the Commissioner’s strategic programme for policing and crime is carried into effect – providing, commissioning and overseeing services which meet the objectives, priorities and outcomes set out in the Police & Crime Plan. 

The OPCC ensures that the PCC has full executive and professional support in carrying out his or her duties and responsibilities comprehensively and lawfully. OPCC staff, report to the Chief Executive as Head of Paid Service. In addition to providing and supporting the roles of Monitoring Officer and Chief Finance Officer, the OPCC undertakes a wide range of functions of the PCC via a scheme of delegated powers, supporting and as necessary representing the PCC in carrying out all aspects of his or her public, service provision, scrutiny and governance roles.

Job Purpose
To proactively co-ordinate and support a range of meetings and events on behalf of the PCC and OPCC.

To provide a proactive diary, communications and process governance service to the PCC and Chief Executive.
To manage all public enquiries in line with agreed standards.
To provide a central point of information for the OPCC.
To provide evidence based and statistical information to include in PCC reports and projects. 

Principal Duties & Responsibilities

Produce and maintain a forward plan of all key meetings and events.
Provide a minute taking service to key meetings – provided to a minimum standard.
To provide meeting support including room bookings, layouts, refreshments and the use of technology.
To meet weekly/timely to confirm upcoming meetings, run through papers/agendas, actions and updates, including the follow up of any support and research requirements arising from such meetings. 

To ensure all diary commitments have clear purpose and where possible signpost people to more relevant support areas. Clarification of due process for any items raised with the PCC.

Working under the direction of the Senior Complaints Advisor implement a process for managing all PCC enquiries including
· Referral of all Casework and complaints

· Identification of clear roles and responsibilities of each enquiry

· Clarification of how enquiries will be processed 

To develop and maintain excellent working relationships with key support functions within the police and with partners.

Provide a permanent front desk presence to the CSH. 
Produce and maintain a central sharepoint for the OPCC team, processes policies and information. To be reviewed regularly and or minimum annual basis. 

To signpost and advise users in self-service requirements including expenses, oracle, leave management, travel and purchase orders.

To proactively role model policy and process for information management and agile working.
To be or work towards being Super users of all technology- including meeting equipment, presentation screens, web ex, video calling, jabber. 

To work as a super user and systems administrator for the business management system (IKEN) providing support to users and contributing in future development and provide and maintain workflows. 

To co-ordinate and obtain and follow up information to ensure that meeting delegates and Chairs are appropriately prepared. 

Co-ordinate responses to policy documents and other initiatives. 

Process of Freedom of Information Requests under the direction of the Commissioners Officer for Communications and Information. 
This role is linked to a development plan. 
Additional Information

With the exception of any Deputy appointed by a PCC, staff within an OPCC must not undertake political work but are required to operate in a way which is sensitive to and fully informed by the local, regional and national policy context in which the PCC’s policing, community safety, public protection and criminal justice responsibilities operate.

The OPCC is required to undertake its role in a way which is agile and responsive to the public interest, to the direct accountability of the PCC to the public as well as to the supportive oversight and scrutiny of the Police & Crime Panel and independent audit committee arrangements. Alongside the PCC, the OPCC undertakes its roles by direct engagement with police and public, private and third sector partner agencies at all levels, with local and national government and with the public.

Note

The above list is not exhaustive and other duties commensurate with the grade and general nature of the post may, from time to time, be required. In addition, there may be some variation and/or development of the above duties and responsibilities without changing the general nature of the post

All employees are to comply with confidentialities and principles laid down in the Data Protection Act (DPA) and the Management of Police Information (MOPI).

All post holders to comply with health and safety legislation.

All employees are expected to demonstrate a commitment to the principles of equality of opportunity and fairness of treatment for all within Cleveland Police and the OPCC.


PERSON SPECIFICATION

The information on the table below will be used to ascertain if a candidate meets the required criteria to be selected for interview. Some posts may also require candidates to undertake a pre interview assessment. If required this will be clearly identified in the job advert and supporting paperwork. 

	
	Essential knowledge, skills and experience
	Desirable knowledge, skills and experience

	Knowledge / 

qualifications


	Knowledge of a variety of software packages including Microsoft Office

GCSE English and Mathematics at Grade C/Level equivalent or above
	IT qualification

Knowledge of press and media operations

Knowledge of Social Media

	Experience
	Experience of working in a busy office, including dealing with correspondence and diary management etc.
Customer Service experience
Taking and producing minutes 

Maintaining and providing information 


	Experience of working with Partner organisations

Experience of working in the public sector

Experience of meeting and greeting visitors at reception 

	Skills / abilities


	Good interpersonal skills

Good communication skills using a variety of media

Able to work successfully as part of a team

Developing and maintain excellent working relationships with key stakeholders 

Attention to detail

Excellent written and oral communication skills

Ability to demonstrate initiative

Ability to work methodically and logically

Actively seeks solutions to problems and knows when to ask and to highlight issues


	

	Other
	Commitment to CPD (Continual Professional Development)

Treat people with dignity and respect
	


All applicants who identify themselves on the relevant section of the application form as having a disability under the Equality Act 2010 and who meet the essential criteria for the post will be guaranteed an interview, should they request one by ticking the relevant box on the application form.

Policing Professional Framework

Practitioner (Constable and Police Staff Practitioner)

The list below is the personal qualities that candidates will be measured on at interview. 

The qualities are adapted from the Policing Professional Framework.

	Personal Qualities
	Behavioural indicators

	Serving the Public
	Demonstrates a real belief in public service, focusing on what matters to the public and will best serve their interests. Understands the expectations, changing needs and concerns of different communities, and strives to address them. Builds public confidence by talking with people in local communities to explore their viewpoints and break down barriers between them and the police. Understands the impact and benefits of policing for different communities, and identifies the best way to deliver services to them. Works in partnership with other agencies to deliver the best possible overall service to the public. 

	Openness to change


	Positive about change, adapting rapidly to different ways of working and putting effort into making them work. Flexible and open to alternative approaches to solving problems. Finds better, more cost-effective ways to do things, making suggestions for change and putting forward ideas for improvement. Takes an innovative and creative approach to solving problems. 

	Service Delivery  
	Understands the organisation's objectives and priorities, and how own work fits into these. Plans and organises tasks effectively, taking a structured and methodical approach to achieving outcomes. Manages multiple tasks effectively by thinking things through in advance, prioritising and managing time well. Focuses on the outcomes to be achieved, working quickly and accurately and seeking guidance when appropriate. 

	Professionalism
	Acts with integrity, in line with the values and ethical standards of the Police Service. Takes ownership for resolving problems, demonstrating courage and resilience in dealing with difficult and potentially volatile situations. Acts on own initiative to address issues, showing a strong work ethic and demonstrating extra effort when required. Upholds professional standards, acting honestly and ethically, and challenges unprofessional conduct or discriminatory behaviour. Asks for and acts on feedback, learning from experience and developing own professional skills and knowledge. Remains calm and professional under pressure, defusing conflict and being prepared to step forward and take control when required. 

	Decision Making


	Gathers, verifies and assesses all appropriate and available information to gain an accurate understanding of situations. Considers a range of possible options before making clear, timely, justifiable decisions. Reviews decisions in the light of new information and changing circumstances. Balances risks, costs and benefits, thinking about the wider impact of decisions. Exercises discretion and applies professional judgement, ensuring actions and decisions are proportionate and in the public interest. 

	Working with Others
	Works co-operatively with others to get things done, willingly giving help and support to colleagues. Is approachable, developing positive working relationships. Explains things well, focusing on the key points and talking to people using language they understand. Listens carefully and asks questions to clarify understanding, expressing own views positively and constructively. Persuades people by stressing the benefits of a particular approach, keeps them informed of progress and manages their expectations. Is courteous, polite and considerate, showing empathy and compassion. Deals with people as individuals and addresses their specific needs and concerns. Treats people with respect and dignity, dealing with them fairly and without prejudice regardless of their background or circumstances. 


