Job Description
	Job Title:
	Casework Support Officer
	Reports To:
	Casework Admin Manager

	Department /Division:
	Areas
	Date Completed:
	March 2007

	Pay Range:
	A2
	Career Family:
	ALL


	Role Purpose

	To provide casework and general administrative assistance to prosecution team members.  To act as a point of contact for the unit, dealing with enquiries and correspondence in a professional and courteous manner.  Preparation of cases for court, ensuring that all case files are accounted for.


	Area of Accountability
	Accountabilities

	Achieving Results 
	Produce court lists and prepare committal files for court.

Prepare briefs for appeals against sentence and committals for sentence in Crown Court cases.
Record and monitor custody time limits on files and Case Management System (CMS).

Record on CMS bail dates.  Chase up any court endorsements
General computer database inputting.


	Working with Others and Teamwork


	Provide general administrative assistance to the team.
Liaise with prosecutors and other caseworkers.  

Liaise with criminal justice agencies.


	Planning and Organising
	General filing and retrieval of papers, linking new post to the case file as appropriate.

Sort and interpret incoming files taking the necessary action with urgent cases.  Index file jackets.

	Communications
	Deal with telephone enquiries and correspondence acknowledging and redirecting as appropriate.  Produce basic letters, following a standard format.
Update diary for Court dates.  Record and update file details accurately on to the CMS database.
Chase up evidence as directed under the Prosecutors directions.




	Supervisory Responsibility

	Not Applicable

	Financial Authority 

	Not Applicable


	Decision Making Authority

	Decisions on the prioritisation of own work, within set timescales

Decisions on effectiveness of and changes to own working practices, proposing changes to managers 

Deciding on content of communications in accordance with agreed procedures 


	Key Contacts

	Internal:

Caseworkers

Designated Caseworkers

Prosecutors


	External:

Prosecution Counsel

Court staff

Police

Defence counsel or solicitors
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