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Force Vetting Unit Officer
	Job Title:
	Force Vetting Unit Officer
	Rank/Grade:
	Band C

	District/Department:
	Professional Standards
	Location:
	Churchill Way



	Shift worker:
	No

	Smarter ways of working:
	Hybrid


	Designated Powers:
	No	
	Psychological Health Screening Required:
	No


	Special Requirements:
	No	Vetting Clearance Level:
	SC


	Role Purpose:






	Process vetting applications relating to existing and prospective employees, contractors, volunteers and partnership workers in accordance statutory Vetting Code of Practice and Authorised Professional Practice.



	Main Duties and Responsibilities: 

	Negate, reduce or mitigate security and reputational risks to the organisation through the processing of vetting applications in line with the statutory Vetting Code of Practice and Authorised Professional Practice.

Maintain a good working knowledge of the statutory Vetting Code of Practice and Authorised Professional Practice. Facilitate and provide advice and guidance to Sponsors and applicants in accessing and using the Core-Vet system. The creation, development and maintenance of individual electronic vetting files.

Liaise with stakeholders in the vetting process with respect to standard enquiries, document issues and frequently asked questions. 

Undertake vetting enquiries on the details supplied by applicants against local and national police information systems via either direct access and, where necessary, via single points of contact.

Maintain up to date and accurate records of vetting progression and clearances on the Core-Vet System to facilitate performance review, forward planning and the production of other relevant statistical data.

Participate in and/or provide administrative support at meetings. Receive, sort, distribute and appropriately action mail. Provide administrative support during vetting interviews and take lead role when resilience needs necessitate.
Provide administrative support in relation to the charging regime for non-police personnel vetting applications.

Review submitted vetting applications to confirm accuracy and completeness and take any follow up actions necessary.

Contribute to the culture of continuous improvement.

Maintain stock levels and order resources necessary to conduct planned activities.

Contribute to the marketing of the Force Vetting Unit by involvement in the development of publications.

Support the maintenance of the Force’s List of designated posts through monitoring of staffing changes and establishment of new posts 

Support the co-ordination and execution of the review and appeals process.

Any other duties commensurate with 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 

	Recent practical experience in the research of local and national police information systems, including PNC, LYNX/OIS2, CASPRE, CMS, CHS, CONNECT etc.

	Experience of working in a fast paced, performance led environment, producing quality results to tight deadlines

	Experience of analysing and investigating information and challenging discrepancies between supplied information and data held on information systems.

	Ability to write concise reports, summarising results of system searches and other enquiries.

	Ability to make decisions based on results of system searches and further enquiries.

	Management Vetting (MV) and national security vetting clearance to Security Check (SC) level within 3 months of commencing in the role.



	Entry Criteria – Desirable 

	Experience of conducting Open-Source research.

	Trained, currently qualified and recent practical experience in the use of Police national Information systems: PNC, PND.
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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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