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Local Referral Clerk
	Job Title:
	Local Referral Clerk

	Rank/Grade:
	B

	District/Department:
	District

	Location:
	Rotherham Riverside House



	Shift worker:
	No

	Smarter ways of working:
	Fixed


	Designated Powers:
	No	
	Psychological Health Screening Required:
	No


	Special Requirements:
	No	Vetting Clearance Level:
	MV


	Role Purpose:


	To provide administrative and call handling support to the Referral Unit and support to officers within District PVP.



	Main Duties and Responsibilities:


	· Provide call-handling and administrative support to the PVP Referral Unit.  
· Maintain and update records, systems, and inventories in the PVP Referral Unit. 
· Create and update records on the SYP Child Protection Database. 
· Record crimes requested by management.
· Process telephone calls to the Referral Unit and prioritise as appropriate. 
· Research persons using CATS, LYNX, CONNECT, COMPACT, PNC, PND, SMART CONTACT and Internet systems as appropriate. 
· Liaise with internal departments, other Police Forces and Agencies. 
· Deal with internal/external enquiries. 
· Support management in daily duties within the Local Referral Unit. 











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


	· Experience of using Microsoft Word packages
· Experience of working with confidential information
· Must be able to type/input accurately

	Entry Criteria – Desirable


	· RSA II or OCR equivalent typewriting/word-processing qualification.
· Experience working with Police systems 
· Experience working in an office environment 
· Experience working in a multi-agency setting
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