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LOTTERY FUNDED






JOB TITLE:


Administrative Support Worker 
LOCATION:


HMP BIRMINGHAM – VISITORS’ CENTRE




Winson Green Road, Winson Green, Birmingham B18 4AS

SALARY GRADING:
Your salary will be £17,004 per annum (37.5 hours/ week) equivalent to £8.72 per hour 
HOURS:
Post holder will be required to work 37.5 hours per week on a flexible rota, including most weekends, some evening sessions and Bank Holidays.   Please note the centre has long opening hours.
RESPONSIBLE TO:
Visitors’ Centre Co-Managers


1.
BACKGROUND INFORMATION

1.1
The Centre provides a welcoming place where the families and friends of prisoners can spend time before and after their visits to the prison. The Centre offers a range of facilities including a comfortable place to wait, refreshments, toilets, baby changing facilities, lockers and a children’s play area.
1.2
The security requirements of the prison require all visitors to undergo certain security procedures.  This will be the responsibility of prison staff with HALOW staff.
1.3
Many people who visit prisons are bewildered by their contact with the prison system and the imprisonment of a family member can lead to difficulties in other aspects of family life as well. The families of prisoners often report financial and housing problems, isolation, stigmatisation, health difficulties and behavioural problems with children. The Centre provides information to visitors and offers them the opportunity to discuss the difficulties they face in confidence. The Centre is run by HALOW (Birmingham) in partnership with HMP Birmingham.

1.4
Visits take place throughout the week. The exact hours are changed from time to time as required by the prison.  The Support Worker will participate in training and will be required to work within a staff rota system including some weekend and evening work including Bank Holidays.

2.
JOB PURPOSE

2.1
Primarily to provide admin support for the booking in system of visitors who are visiting a prisoner.  In addition, the applicant will be expected to participate in Family Days or similar, book visitors in and take part in ‘meet & greet’ of visitors when necessary.
2.2
Facilitate the effective running of the Centre attached to HMP Birmingham.
2.3
To assist with undertaking all the tasks necessary for the day-to-day running of the Centre and to contribute to the development of the Centre.

3.
MAIN DUTIES AND RESPONSIBILIITES


Under the supervision of the Co-Managers:
1. Help with the running of a support telephone service.

2. Collect visit applications (‘apps’) from the prison and ensure they are completed accurately and in a timely fashion.
3. Complete resident apps on the computer system and answering internal calls/ queries from the prison.

4. Assist with the booking in and checking of ID for both domestic and legal visits including reception visits, utilising the biometric system.

5. Assist with the booking of legal visits via the phone and email.

6. Create a pleasant and welcoming environment at the Centre in which to meet and greet visitors.
7. Provide a ‘listening ear’ to prisoners’ families and friends and display empathy.

8. Provide information about the prison.

9. Provide information about the Help with Prison Visits Scheme and establish that visiting arrangements are accessible to visitors.

10. Establish relationships and communicate effectively with other agencies as appropriate.

11. Help to signpost visitors to external agencies as and when appropriate and take responsibility for displaying information.

12. Assist with Family Visits.

13. Maintain good working relationships with prison staff at all levels.

14. Assist with queries raised internally from the prison wings.

15. Assist with the collection of statistical information and maintain appropriate records.

16. Maintain the security of the Centre at all times and ensure that proper Fire and Health & Safety regulations are observed.

17. Ensure visitors have access to refreshments.

18. Adhere to the guidance contained within the Employees’ Handbook and be prepared to follow formally agreed discipline and grievance procedures. 

19. Adhere to all HALOW (Birmingham) and prison policies & procedures which will include: Confidentiality, Equal Opportunities and Diversity, Child Protection, Vulnerable Adult Protection, Health & Safety and Security.

20. Participate in staff meetings, training and your own supervision.
21. Attend such training as may from time to time be necessary to carry out the tasks required.
22. Staff should be aware of the Community Engagement Strategy which promotes links between the community and HMP Birmingham.
23. Undertake, from time to time, other reasonable duties appropriate to the post as considered necessary by the Board of Directors.

4.
SUPERVISION RECEIVED

4.1
The post holder will be supervised by the Co-Managers.
5.
APPRAISAL RECEIVED

5.1
Staff appraisal will take place annually between the member of staff and a member of the Board of Directors.
6.
TERMS OF EMPLOYMENT 

6.1
The Admin Support Worker will be employed by HALOW (Birmingham). S/He will be accountable to, and supervised by the Visitors’ Centre Co-Managers.
6.2
The Admin Support Worker will work 37.5 hours per week, including weekends, evening sessions and Bank Holidays. Hours and days worked are likely to vary, but will be part of a staff rota.

6.3
Annual holiday entitlement of 25 days plus 8 statutory holidays for full-time staff and will be calculated on a pro rata basis for part-time staff. Statutory holidays may have to be worked and time taken in lieu depending on staff availability. 

6.4
Automatic Enrolment Pension Scheme - Employees meeting the relevant entry requirements (Aged 22 or over but below pensionable age with earnings of £10,000 or more per annum) will be automatically enrolled into our scheme after any probationary period is complete.  Further details will be sent once enrolled and information can be found in the Employees Handbook.

6.5
FULL TERMS & CONDITIONS OF EMPLOYMENT CAN BE LOCATED IN THE EMPLOYEE’S HANDBOOK


PERSON SPECIFICATION
	
	SELECTION CRITERIA
	Essential
	Desirable



	EDUCATION:
	A minimum of 4 GCSEs or equivalent which includes English and Maths.


	· 
	

	PROFESSIONAL QUALIFICATIONS:


	NVQ 2/ 3 or equivalent in Social Care
	
	· 

	PREVIOUS EXPERIENCE:
	Experience of community work
	
	· 

	
	Experience of working with families


	· 
	

	
	Experience of working with volunteers


	
	· 

	
	Experience of working with people under stress


	· 
	

	
	Experience of working on your own initiative


	· 
	

	
	Experience of working with external agencies


	
	· 

	
	Experience of working collaboratively with prison staff, staff colleagues and other agencies


	
	· 

	
	Experience of providing advice on a range of issues to visitors

	
	· 

	SKILLS:
	Good interpersonal skills and the ability to relate sensitively to the needs of prisoners families


	· 
	

	
	Proficient time management skills


	· 
	

	
	Good communication both written and verbal


	· 
	

	
	Proficient with using PCs and be familiar with a variety of software packages: email, Word, Excel, PowerPoint, Access etc


	· 
	

	PERSONAL QUALITIES:
	Well organised and able to use own initiative
	· 
	

	
	Flexibility


	· 
	

	
	Responsive to change


	· 
	

	
	Ability to problem solve


	· 
	

	
	Honesty and reliability


	· 
	

	
	Level headed


	· 
	

	
	A good sense of humour


	· 
	

	
	To work as part of a team


	· 
	

	
	An understanding of the way in which the prison system or other large institution works and of the particular problems faced by prisoners’ families


	
	· 
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