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Administration Support Clerk – Operation Beaconport
	Job Title:
	Administration Support Clerk
	Rank/Grade:
	Band B

	District/Department:
	Crime Services
	Location:
	TBC



	Shift worker:
	No

	Smarter ways of working:
	Hybrid


	Designated Powers:
	No	
	Psychological Health Screening Required:
	No


	Special Requirements:
	No	Vetting Clearance Level:
	MV


	Role Purpose:






	
Provide clerical and administrative support as part of the investigation team for Operation Beaconport, investigations selected nationally for further review into group-based child sexual exploitation and abuse between 2010-2025.




	Main Duties and Responsibilities:

	
· Process telephone calls on behalf of the Op Beaconport Team
· Provide clerical and administrative support.
· Interrogate various South Yorkshire Police computer systems to retrieve data and disseminate results.
· Liaise with and act as point of contact for various partnership and external agencies to share information as appropriate.
· Support the arrangement of meetings.
· Input information onto South Yorkshire Police computer systems.
· Collate and disseminate data for key performance indicators.
· Create and update records on the South Yorkshire Police Databases.
· To produce, record, process and distribute correspondence and reports as required
· Ad hoc typing requirements and filing of papers and other administrate duties.
· Carry out any other duties commensurate with the purpose and grading of the post that may from time to time be determined.







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 using Computer Systems.

	Experience of working within a clerical/administration environment.

	Experience of dealing with members of the public or partner agencies either in person or on the telephone.



	Entry Criteria – Desirable:

	Working knowledge of the principles of Disclosure and Data Protection.

	Working experience in child and/or sexual abuse investigations

	Experience of dealing with Sensitive information.
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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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