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NATIONAL PROBATION SERVICE FOR ENGLAND AND WALES
WEST MIDLANDS REGION

WARWICKSHIRE PROBATION TRUST
JOB DESCRIPTION

CASE ADMINISTRATOR 
Post:


Case Administrator

Salary:
Band 2 pay points 26-46   £16,905 - £20,566 pro rata
Hours:


Part-time hours 18.5 per week
Location:

Area Team North/Rugby
Responsible to:
Area Office Administrator
Overall Job Purpose

The Case Administrator provides a critical function within the Offender Management Team for each case, by providing excellent administrative systems, processes and procedures to support offender management and supervision in line with Area aims and objectives.
Key Tasks

	KEY ELEMENTS


	ASSOCIATED TASKS



	Administrative Systems Development
	· Work with the AOA to define, document and implement procedures, work instructions and agreed systems of work with reference to core process manual

· Operate appropriate systems and processes to achieve service requirements in line with national standards



	Case File Administration
	· Be responsible for the maintenance of manual and electronic case files in an efficient and orderly manner

· Open and record new paper and electronic files, check all required material (especially risk documentation) is in place and obtain missing information

· Produce and part complete relevant case documentation (e.g. Electronic OASys Offender Information, CRAMS). This includes responsibility for calculation and recording of OGRS score.

· File information accurately both paper and electronic

· Prepare paper and electronic files for internal/external transfers as required.
· Prepare files for audit

· Terminate case on CRAMS. Remove and destroy irrelevant paperwork and ensure appropriate storage of files after their active life 



	Court Administration
	· Working to prescribed deadlines, provide an efficient administrative service for courts including collation of all information for court (reports, breach reports).

· To be responsible for recording of court outcomes on CRAMS. Initiate all relevant documentation both manually and electronically.

· Administering the automatic allocation of reports process

· Processing relevant documentation through to Area Manager/SPO for case allocation


	Case Administration
	· Contribute to the electronic contact log in line with area policy using relevant codes

· Process letters in accordance with national standard requirements for enforcement 
· To be responsible for processing breach documentation in line with national targets and forward to Police and Courts accordingly
· Collate breach file

· Inform the Offender Management Team of allocation of new case, distribute the sentence plan, where necessary highlighting individual responsibilities; monitor changing OMT membership and adjust access to the record

· At commencement of an order make arrangements for appointments to  national standards with OM and other intervention providers

· Monitor when reviews are necessary in accordance with national standards and alert Offender Manager to requirement following agreed procedures

	Information Collation and Distribution
	· Ensure accurate and timely provision of  information as required
· Inform Offender Manager/Offender Supervisor of events and case developments, particularly those relevant to risk, or change of risk status and record as necessary

· Send information to and receive information from courts, prisons, Approved Premises, and other intervention providers and record as necessary
· Maintain information databases, input and retrieve data as required  in line with area policy
· Assist in the compilation of statistical returns as required
· Maintain OM and OS diaries 
· Receive, transmit and store information electronically including taking and sending fax messages, telephone calls, and dealing with case queries politely and efficiently
· Receiving, transmitting and filing paper information including filing, photocopying and faxing as required


	Word Processing
	· Contribute to the production of accurate, professional and timely documents, including proof reading of Pre-Sentence/Parole Reports



	Office Duties
	· Contribute to the efficient running of the office to include
· Provision of an effective reception service, processing of incoming and outgoing mail
· Contribute to the maintenance of the imprest account and petty cash system defined in area procedures e.g issuing of travel warrants and bus passes

· Attend and contribute to office and building meetings as necessary
· Organise meetings; book and prepare rooms as required
· Inform line manager of supply requirements

· Work with line manager to ensure a healthy, safe and secure workplace 

· Provide cover for other colleagues when necessary


	General Duties
	· Continuously manage and develop self performance and personal skills in the role, including participating actively in the process of supervision, appraisal and training

· To contribute to the training and induction of new staff
· Promote the aims and values of NOMS and NPS, including liaison with external agencies

· Develop and maintain positive working relationships with managers and colleagues based on trust and mutual support

· Develop and maintain positive working relationships with offenders and their families

· Positively contribute to Area policies and procedures in relation to diversity

· Exercise a general duty to share reasonable concern in relation to the risk management of cases, with line management

· Undertake any other tasks commensurate with the role as reasonably required by management
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