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WARWICKSHIRE PROBATION TRUST
Job Description

Job Title:
Domestic Abuse Case Administrator
Contract:
12 month temporary fixed term contract 
Salary:

Band 2  Pay points 26-46 ,  £16,905- £20,566  (pro rata for part time

                                   contracts)
Hours:


20 hours per week
Job Location:
Warwickshire Justice Centre, Leamington Spa
Responsible to:
Area Office Administrator, Leamington Spa 
Main Job  Purpose: 
Maintain a database of victim contact and provide information regarding domestic abuse victims to police and offender management; provide administrative services to Women’s Safety Worker
1. Provide accurate and timely information on domestic abuse victims and issues to offender management teams to ensure this is included in risk assessments and sentence planning.  This includes:

· checking all new Probation commencements against police domestic abuse incident data 
· all police domestic abuse call out and incident information in relation to new and current offences
· responding to requests for further information in relation to domestic abuse where cases are reviewed

· providing all relevant information to Senior Probation Officers for Multi-Agency Risk Assessment Conferences (MARAC)  
· Provide information for the Women’s Safety Victim Register

2. Maintain and update the Women’s Safety Worker database, recording  all relevant information on domestic abuse victims , including contact details and activity and all liaison with other agencies including offender managers 
3. Update the Police ‘CATS’ database and contact log with victims information and the details of those requesting continued contact ,(where consent has been given for this information to be retained for this purpose).

4. Prepare and collate  quarterly statistics for Stronger Safer Communities Funding and Specialist Domestic Violence Courts statistics.
5. Provide administrative support to the Domestic Abuse and Womens’ Safety Worker including:

· Processing correspondence and victim referral information for the Women’s Safety worker, producing initial and subsequent appointment letters.
· Respond to telephone queries as appropriate  and proactively contact victims in cases allocated to the Women’s Safety Worker.       

· Photocopying, electronic scanning and filing, maintenance and secure disposal of victim files.

6. Develop and maintain effective  administrative systems and databases, in accordance with the Codes of Practice and procedures , ensuring confidentiality of information at all times

7. Liaise with and develop and sustain good working relationships with Probation staff and other relevant agencies including Integrated Domestic Violence Advisor (IDVAS), local Victim Support Coordinators, Police, Prison Service, Domestic Abuse Social Workers, Family Liaison Officers. This includes contact by telephone, fax ,email and face-to face meetings.
8. Any other duties commensurate with the spirit and grade of the post. This may occasionally include assistance with  general administration duties in the offender management team.
After consultation and prior notice, the Warwickshire Probation Trust reserve the right to vary the duties and responsibilities of staff under conditions prescribed in national agreements.  The above duties, therefore could be altered as the future changing needs of the service may require.  
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