Job Description

	Job Title:
	Administrative Support Assistant
	Reports To:
	Casework Admin Manager

	Department /Division:
	Area
	Date Completed:
	June 2007

	Pay Range:
	A1
	Career Family:
	ALL


	Role Purpose

	To provide general administrative and/or basic case work assistance to the team. To act as the first point of contact for the unit, dealing professionally and courteously with general enquiries and passing to the relevant person or department as and when necessary.


	Area of Accountability
	Accountabilities

	Achieving Results 
	To sort out, acknowledge and distribute incoming and outgoing post within the unit.
Photocopying and faxing documents as and when required.
Input data onto in-house database, updating existing records and maintain existing filing systems.


	Working with Others/Teamwork
	Provide assistance to the team by performing a range of general administrative duties when required.
To build and maintain good working relationships with external agencies and other members of the Criminal Justice System to ensure the smooth operation of CPS business. 


	Planning and Organising
	Maintain effective stock levels of all stationery supplies and /or other records and ensure these are stored appropriately.
Assist with the running of meetings, training courses and other fora including the provision of refreshments and any other facilities required to ensure the smooth running of the event.

To maintain up to date information of all ‘public/team’ listings/logs ensuring the timely submission of returns to the appropriate section. 

To undertake filing and retrieval of papers, ensuring that existing filing systems are maintained.


	Communications
	Produce basic letters, following a standard format.
Deal effectively with standard and some non-standard telephone enquiries and correspondence.

To cover reception when required.




	Supervisory Responsibility

	Nil

	Financial Authority

	Nil

	Decision Making Authority

	To decide on prioritisation of own work within agreed timescales

Content of letters / communications as appropriate to the task


	Key Contacts

	Internal:
Area Business Manager

Case Progression Manager

District Business Manager

District Crown Prosecutor

Caseworkers
Designated Caseworkers
Prosecutors
Other CPS Divisions

Areas

AOC

	External:
Magistrates’ and Crown Court staff
Police
Defence counsel, solicitors and clerks
Prosecution witnesses
Various voluntary organisations
Suppliers

The Media
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