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Force Crime Bureau Operator
	Job Title:
	Force Crime Bureau Operator 
	Rank/Grade:
	Band B

	District/Department:
	Crime Services
	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:






	
Recording crime in accordance with Force and Home Office policy. Dealing with appropriate enquiries from external and internal customers and other admin tasks associated with the post.



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

	
· Receive, review, and input all reports of crime from members of the public, police officers and police staff and other third-party organisations on computerised systems received either by telephone or via other SYP systems.
· Provide advice on matters relating to the recording of crime in line with the Home Office Counting Rules. Record, classify reports of crime and supplementary data in accordance with Home Office Counting Rules and force recording procedures.
· Utilise local decision-making tools (THRIVE/NDM) to determine whether crimes can be filed within FCB or passed for further research and investigation. Assess whether crimes reported via the public, in accordance with policies, are suitable to be dealt with within FCB.
· Inform and advise victims regarding the filing of crime, progression of investigations and finalisation in line with VCOP.
· Identify erroneous records within South Yorkshire Police’s crime recording system and liaise with supervision to progress actions required to correct these in conjunction with Audit and Governance Unit where necessary.
· Assess whether crimes reported via the public, in accordance with policies, are suitable to be dealt with within FCB. Exercise judgement in re-directing the call, incident, or online report to the correct department where necessary.



· Question, where appropriate, members of the public reporting crime(s) to establish whether any viable lines of enquiry exist which assist in the detection of that crime e.g., forensic. 
· Complete all actions as necessary in line with National VCOP and local Complete Victim Care package, maintaining a victim focused approach at all times to enhance the public’s perception of the force.
· Interrogate and update Connect maintaining accurate records to maximise opportunities to identify repeat victims and previous records linked to all objects within the system. 
· Identify vulnerable victims of crime at the earliest opportunity ensuring they receive an enhanced level of service and referrals made or victims signposted to relevant partner agencies. 




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 

	Excellent customer service skills with a customer centric approach

	Must have a flexible approach to work to meet the needs of the organisation including working a 24-hour shift system and weekends where applicable.

	Must have proven ability in the use of windows-based computer systems, either by qualification or work experience



	Entry Criteria – Desirable 

	Knowledge of Criminal Law & Police procedures - HOCR, NSRS and NSIR
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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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