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File Preparation Support
	Job Title:
	File Preparation Support
	Rank/Grade:
	Band B

	District/Department:
	Criminal Justice Department
	Location:
	District



	Shift worker:
	Yes

	Smarter ways of working:
	Hybrid


	Designated Powers:
	No	
	Psychological Health Screening Required:
	No


	Special Requirements:
	No	Vetting Clearance Level:
	RV


	Role Purpose:






	Supporting the file preparation process of the digital case file to achieve the objectives of ensuring cases are progressed to CPS and through the court systems.



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


	
· Interrogate, maintain, and retrieve data/information using various computer and manual recording packages, accurately contributing to monitoring activities for own and multi-agency partnership purposes.
· Court management: interrogation of LIBRA/Common Platform for other matters/similar offences and the use of 'hidden' courts - administratively dealing with court cases/adjournments.  
· Home Office Production Orders administration: receipt, processing, and notification of completed actions and provide advice and guidance to officers regarding file content and court process.
· Interpreters’ administration: receipt, processing, and notification of completed actions.
· Remand additions; liaison with OIC/custody/GeoAmey/Courts.
· Liaison with HMCTS, CPS and external agencies and process Digital Cases (Charge and Bail, Postal Requisition) to court and CPS
· Monitor CJU central email.
· Using the CONNECT computer system prepare a postal requisition for postal service to defendants to attend South Yorkshire Magistrates Court.
· Review CONNECT task work trays including identifying Action Plans and Memos forwarding to relevant parties for action.
· Review computer systems following first court hearings and progress digital case file depending on result.
· Booking in and allocating CC upgrades, Magistrates Upgrades and Committal for Sentence.
· Retrieving and disseminating PTPH results and overseeing Discontinuance process and finalisation of digital case files (Magistrates/Crown).
· Receive, Process and Review Appeal/Warrant/Committal for Sentence cases and general admin duties including receipt and maintaining e-mails.
· Provide support and coaching to newly appointed File Preparation Support and assist Supervisors with “on the job” training to new court support officers during their induction period and 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 using Microsoft packages.


	Experience in data input and retrieval of information.


	Experience of communication by a variety of means, including telephone and keyboard skills.


	Flexibility to work overtime to meet organisational needs, and work at other locations within South Yorkshire if required.



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


	Experience in Data Input/Admin Role.


	Level 2/3 Business & Administration qualification.
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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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