

[image: ]

	Job Title:
	Property Clerk

	Rank/Grade:
	Band B

	District/Department:
	Sheffield / Property

	Location:
	Attercliffe / District 



	Shift worker:
	No

	Smarter ways of working:
	Field


	Designated Powers:
	No	
	Psychological Health Screening Required:
	No


	Special Requirements:
	No	Vetting Clearance Level:
	RV


	Role Purpose:






	Handle all aspects of property coming into police possession appropriately, complying with legislation and force policy.



	Main Duties and Responsibilities: (maximum of 12 – 14 key statements points)


	Be prepared to travel to any location within the District.

Must be able to lift heavy items.

Post holder will be required to wear a uniform.

Receive property from interim stores situated throughout the District and transport to Central Property Store (including drugs, firearms and cash).

Maintain property other than found in a computer database.

Label property for easy identification.

Prepare and cross-reference Forensic paperwork and exhibits for submission.

Maintain property stores using logical system for easy access (main store and interim stores).

Maintain the Property review system for disposal of property.

Make all necessary arrangements for disposal of property including auctions.

Deal with members of the public with property enquiries.

Deal with letters regarding property enquiries.

Drive Property van when required.

Work from wider SYP Property stores if required. 

Any other duties commensurate with the position of the Property Store Clerk.



Competency and Values Framework Levels
Please navigate to the below link for the College of Policing guide on the Competency and Values Framework. This provides a definition of the values and essential behaviours for each required competency level.
https://www.college.police.uk/career-learning/competency-and-values-framework  
	
	CVF Level 
Level 1 – Practitioner
Level 2 – Supervisor/Middle Manager
Level 3 – Senior Manager/Executive

	We are emotionally aware
	Level 1
	We take ownership
	Level 1
	We collaborate
	Level 1
	We support and inspire
	Level 1
	We analyse critically
	Level 1
	We are innovative and open-minded
	Level 1


	Experience, Skills, and Training required for the role:


	Entry Criteria – Essential (Ideally between 4/6 bullet points):


	Experience of working in an administrative role.


	Experience of dealing with members of the public face to face and over the telephone.


	Computer literate with experience of data input and retrieval using Microsoft applications.


	Due to the nature of the role, must provide biometric sample (DNA) as required to ensure ongoing inclusion on the relevant elimination databases for policing purposes.




	Entry Criteria – Desirable – (Ideally between 4/6 bullet points):


	Current clean driving licence.


	Previous experience of working with storage systems.


	Knowledge of First Aid, Manual Handling, Health & Safety and COSHH regulations.
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	South Yorkshire Police is totally committed to the principles of equality and diversity, and we welcome applications from all sections of community. All appointments will be made on merit and flexible working options will be considered.
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