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	Role Title:
	CTC Case Officer

	Rank/Grade:
	Sc5/6/ Sc5/ A3 (Non-supervisory)

	Job Family:
	Business Support

	Reporting to:
	CTC Case Manager 

	Main purpose of the role:
	Assist in the smooth running of the department by performing a range of administrative duties, including those of a complex nature. To provide administrative support to enable the efficient provision of service. To contribute to achieving the vision, purpose and values of Bedfordshire Police, Cambridgeshire and Hertfordshire Constabularies.


	Key Responsibilities

	· Undertake a range of administrative duties, some of which may be complex in nature, to support a professional/operational team.

· Respond to complex enquiries from internal/external customers and members of the public. Offer advice and assistance in relation to all related matters.

· Research, compile and present information as required.
· Adjust and organise the timing and priority of work in order to ensure that information is made available in meetings, for working groups etc.
· Present Specified Offences, at court.


	Financial e.g. limits/mandates
	Non-financial e.g. staff responsibility

	· May be responsible for monitoring small budget 
	· None


	Entry Requirements

	· Experience in the use of IT and a good working knowledge of word processing, spread sheets and databases. 

· Experience of working in an administrative role.
· Experience of operating a range of office equipment.
· Ability to demonstrate excellent customer service.


	Any other General Requirements/Scope

	· The post holder may on occasion be required to work in different locations, e.g. attending meetings.

· The post holder will be required to use their own vehicle so business insurance will need to be organised by the individual.

· For some departments, the BSA role may be required to work shifts. This will be clearly stated in the context sheet.
· The post holder may be required to work additional hours but this will be agreed in advance in conjunction with management & the post holder.
· The post holder will be expected to undertake training as and when required.

· The post holder will be expected to comply with health and safety requirements.

Obligatory Requirements
· Before commencement of this appointment, this role is subject to medical assessment.  For some roles health screening or surveillance may be required on a regular basis, as identified by line manager risk assessments.
· There is a requirement for the role holder to meet the probationary objectives set.
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