
Job Description

	Job Title:
	Typist
	Reports To:
	Typing Manager / Branch Office Manager

	Department /Division:
	Areas
	Date Completed:
	March 2007

	Pay Range:
	A1(TYP)
	Career Family:
	Administration


	Role Purpose


	To support to the Areas / HQ Directorates by providing an efficient and high quality typing service in accordance with all court deadlines and National Guidelines.


	Area of Accountability
	Accountabilities

	Communications
	Answer telephone calls and deal with visitors.
Maintain detailed log of committals, to include date of arrival, due date and date typed.
Ensure that an effective prioritising system is in place. 
Assess and redirect or reply to incoming mail and emails.

	Working with Others/Teamwork
	Provide general assistance to the team with administrative duties as and when required.

Updating the Compass system as appropriate regarding file movement

Providing cover for Personal Assistant roles as and when required

Assist with training new members of staff as required

	Planning & Organising
	Maintain a general filing and data retrieval systems.
Maintaining records of incoming typing work and managing work in order of priority as appropriate

Index file jackets.
Assist with the preparation of papers and agendas for meetings and conferences, arranging and attending meetings and taking minutes.
Assist with the management and maintenance of diary arrangements on behalf of CCP and ABM.

	Typing
	Type standard and non-standard letters, memos and minutes using copy/audio sources.
Type committals/briefs using Crown Court Case Preparation Packages by set down action dates. Type confidential correspondence.  Produce and edit transcripts of interviews and prepare transfers.

Prepare Custody Time Limits proforma. 
Prepare the List of Witnesses to Attend Court.


	Supervisory Responsibility:


	None


	Financial Authority



	None



	Decision Making Authority


	Deciding on the prioritisation of own work

Deciding on effectiveness of own working systems and proposing changes to manager as appropriate


	Key Contacts


	Internal:

Chief Crown Prosecutor

Area Business Manager

Staff


	External:

Members of the public


Typist
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