Job Description

	Job Title:
	Casework Assistant
	Reports To:
	Casework Admin Manager

	Department /Division:
	Area
	Date Completed:
	June 2007

	Pay Range
	A1
	Career Family
	Prosecution Process Management


	Role Purpose

	To provide basic casework and general administrative assistance within the unit.  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 to provide a customer focussed service.


	Area of Accountability
	Accountabilities

	Achieving Results 
	To sort out and acknowledge post received.
Photocopy and fax documents as and when required.
Assist with the preparation of files for court.
General computer database inputting, including registration.
Recording and monitoring case results 

To sort copies of magistrates court results and distribute 

	Working with Others/Teamwork


	Provide general assistance to the team with administrative duties.
Liaison with lawyers and other caseworkers and some external organisations.

	Planning and Organising
	General filing and retrieval of papers.

	Communications
	Answer telephone calls and deal with routine enquiries effectively.
Input and record file details accurately on to the database.
To liaise with members of the public.


	Supervisory Responsibility:

	Nil

	Financial Responsibility

	Nil 

	Decision Making Authority

	As appropriate to the grade and delegated by line management

	Key Contacts

	Internal:
Caseworkers

Designated Caseworkers

Crown Prosecutors


	External:
Magistrates’ and Crown Court staff

Police

Defence counsel or solicitors

Prosecution witnesses
Victims

Prosecution counsel
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