Job Description

	Job Title:
	Witness Care Manager
	Reports To:
	Senior Casework Manager

	Department / Division:
	Witness Care Unit 
	Date Completed:
	March 2006

	Pay Range:
	B1
	Career Family:
	Prosecution Process Management


	Role Purpose

	The role of the Witness Care Unit (WCU) focuses on enhanced levels of information provision to victims and witnesses, provided through a single point of contact and a needs assessment approach to victim and witness care. 

The Unit Manager will provide the overall management of the Unit and the day-to-day line management of the witness care officers.

The Unit Manager will be responsible for ensuring that the WCU complies with the delivery of the minimum requirements of the NWNJ project.


	Area of Accountability
	Accountabilities

	Leadership
	To organise allocate and distribute workload within the unit and deliver an efficient and effective witness warning function

Provide day-to-day line management for all staff in the unit including setting team objectives, development and training of staff

To manage victim and witness complaints expeditiously through to conclusion 

	Achieving Results
	Supervise and authorise pre-trial financial assistance for victims and witnesses (e.g. travel expenses)

Responsibility for delivery of duties required within the Direct Communication with Victims framework

To develop maintain and review unit processes and Performance Information identifying both best practice and where change is required to deliver better performance

	Planning & Organising
	To manage resources effectively to ensure that priority tasks are 
achieved
To manage own caseload, communicating with the victims and 
witnesses by their preferred method of communication


	Area of Accountability
	Accountabilities

	Working with others/teamwork


	To liaise with Case Progression Officers, Lawyers and front line police officers in respect of witness attendance and/or sensitive victim and witness issues and difficulties

Develop and maintain links with the Witness Service to establish witness issues and needs to improve the attendance at court and their confidence when giving evidence

To attend meetings as and when required, provide performance reports as necessary and assist in undertaking wider stakeholder engagement (e.g. with local community forums)  

	Communication
	To develop and maintain a local support contact directory

Build relationships with Business Centres in relation to the financial needs of victims and witnesses (i.e. travel expenses)

Liaise with Crown Prosecutors/Caseworkers and Case progression Officers to ensure continuity in relation to victim and witness care.

	Diversity Awareness and Management
	Supervise, and where appropriate manage, particularly sensitive victim and witness issues providing tailored interventions where necessary
To engage with other CJS partners and community groups in a 
consultative process to aid improvements to witness care


	Supervisory Responsibility

	To manage a team of Witness Care Officers

	Financial Authority

	As appropriate to the grade

	Decision Making Authority

	As appropriate to the grade


	Key Contacts

	Internal:
Caseworkers

Crown Prosecutors

Business Centres


	External:
Magistrates’ and Crown Court staff

Police

Defence Counsel or Solicitors

Prosecution witnesses and victims

Witness/Victim Support

Various Voluntary Organisations
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