	Domestic Abuse Case Administrator 
(Job ref 020611)
Salary Band 2 £16,905 - £20,566 pro rata
Part-time 20 hours per week
Temporary fixed term contract for 12 months

Based at the Warwickshire Justice Centre Leamington Spa
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	As a Domestic Abuse Case Administrator with the Warwickshire Probation Trust you will undertake a new and interesting role which works closely with offender management to support victims of domestic abuse.  
As a key member of an administrative team, and working alongside the Women’s Safety Worker you will provide excellent administrative support and maintain a database of victim contact information to assist offender managers to develop/deliver effective risk assessments and sentence planning. This is a varied role in which you will routinely access Police databases for information about Domestic Abuse police call outs, maintain a Probation contact log of victims information, prepare and collate statistics, process victim referral information and provide efficient admin support for the Women’s Safety Worker.

You will need excellent administrative and organisational skills and be a good team worker, confident in dealing with people at all levels. Excellent keyboard skills and experience in using Word and other databases is essential.  In return we offer good conditions of service including flexi-time, generous holidays and a commitment to your personal development.  
Completed application and monitoring form can be sent via email to nicola.elmhirst@warwickshire.probation.gsi.gov.uk.  or by post to; Human Resources Team, Warwickshire Probation Trust, Warwickshire Justice Centre, Newbold Terrace, Leamington Spa, CV32 4EL

The closing date for applications is Monday 27 June 2011 at 5.00pm

Interviews will be held on Wednesday 20 July 2011 at the Warwickshire Justice Centre, Leamington Spa
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	Warwickshire Probation Trust is an equal opportunities employer and welcomes applicants from all sectors of the community
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INVESTOR IN PEOPLE







