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Enquiry Desk Assistant
	Job Title:
	Enquiry Desk Assistant

	Rank/Grade:
	B

	District/Department:
	Barnsley

	Location:
	Barnsley



	Shift worker:
	Yes

	Smarter ways of working:
	Fixed


	Designated Powers:
	No	
	Psychological Health Screening Required:
	No


	Special Requirements:
	No	Vetting Clearance Level:
	RV


	Role Purpose:





	To deliver a high standard of customer service to members of the public who attend our stations.  Dealing promptly, professionally, and courteously with all enquiries in line with policy and procedure.
Take appropriate steps to process and complete any necessary administrative tasks efficiently.



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


	· [bookmark: _Hlk80011401][bookmark: _Hlk203563033]Provide a prompt response to all enquiries received at the enquiry desk.  Access and prioritise the information, record, process and advise accordingly, offering guidance and support at all times
· Where appropriate signpost enquirers to other SYP teams, partner services and/or organisations to meet their needs.
· Accept, record, and securely store items of found and evidential property including cash and firearms handed in by members of the public.  Ensure the property database records are accurately maintained and audited and appropriate steps are taken to ascertain ownership and arrange collection and disposal of property in line with organisational policy.
· Creating incidents (e.g., Reporting crimes, historic offences, CSODS)
· Check, Confirm, process and record information in relation to force processes for example, vehicle documentation/seizure, road traffic collisions, bail signers, sex offender registration and crime reports.  
· Maintain and update electronic records/systems.
· Search and retrieve information to complete tasks whilst maintaining the security and confidentiality of all material handled.
· Report persons for minor offences, use of Police Caution.
· Responsibility for security of access through the public foyer area/ car parks including booking in visitors to the site
· Carry out general clerical/ administrative duties
· Attend court to give evidence in accordance with instruction and legislation
· Any other duties commensurate with the grade of the post



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 dealing with customers face to face in a fast-paced environment.


	Able to keep calm under pressure when dealing with difficult situations.


	Possess keyboard skills and be competent in the use of computer applications including MS Word and Excel.

	[bookmark: _Hlk203562865]Ability to demonstrate teamwork, effective communication, resilience, and problem solving.


	[bookmark: _Hlk203562870]Previous clerical / administrative experience.


	[bookmark: _Hlk203562877]Able to work a shift pattern including weekends, bank holidays and overtime when available and ability to travel to and work at different sites.



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


	Knowledge of property handling procedures.


	Understanding of GDPR and Data Protection.


	Experience of conflict management.
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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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