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Description automatically generated]REMEDI JOB PROFILE: 
Female Deferred Prosecution Scheme
 Administrator (Part-Time)









PROFILE

This is an exciting new project in Derbyshire, funded by the Ministry of Justice as part of a nationwide diversionary support project. You will be supporting a team of navigators who will be providing intensive mentoring support for females receiving an out of court disposal after committing an offence, as an alternative to prosecution. 

You will be working 25 hours across the working week providing administrative services as directed by the Remedi Derbyshire Management team. Your role will involve: 
· Liaison with partner agencies, including Derbyshire Police (particularly the Out of Court team), Liaison and Diversion to obtain relevant information while maintaining strict adherence to GDPR policies and data protection procedures.
· Receiving, triaging, recording, and allocating referrals in a timely and accurate manner.
· Maintaining and updating case records across Remedi and partner agency systems, ensuring all information is accurate, compliant, and up to date.
· Providing comprehensive administrative support to the wider team, including attending internal and external meetings and producing clear, accurate minutes and action points.
· Compiling statistical data and produce reports for the Remedi Management team as required.
· Undertake any other duties commensurate with the role, as directed by the local Remedi Management team.
Remedi will be working in partnership with Derby Women’s Centre to deliver services and provide holistic support to women. It is therefore expected that the administrator will work collaboratively and openly with them to ensure joined up working and efficient referrals between services. 

We are looking for people who are passionate about helping people and want to work in a job where they can make a tangible difference to someone's life. You should be passionate, motivated, organised and reliable. We also seek individuals committed to the Whole System Approach and delivering gender-responsive provision. 



The skills and qualities you will need to do the job well are:

COMMUNICATION- You will need to have excellent communication skills, which will involve listening and responding to what is being said so people will feel supported and valued. This is a key attribute to being successful and delivering a quality service in this role. You will need to be able to communicate in a timely fashion (verbally and in writing) with partner agencies such as Derby Women’s Centre and Derbyshire Police. Forming and maintaining relationships with these partner agencies is vital to the success of the work we do.

FLEXIBILITY- You will be required to work your hours over 5 days Monday – Friday within the Derbyshire Police HQ office. Working hours which will be agreed with the Remedi Management team to ensure the needs of the service are being met.

MOTIVATION- This role is very rewarding and can make a significant difference to someone’s life. An ability to work on your own initiative and identify areas of work which can be streamlined for a more effective service is essential. Often you will be the only Remedi staff member based within the Police OOCR office, therefore there is an expectation that you will always promote and raise awareness of the service positively.

IT CAPABLE- It is essential that you are proficient in using:
· Email
· Electronic calendar
· Word
· Excel
· Microsoft TEAMS and Zoom communication platforms
· Police systems (full training will be provided)

You will be required to record, monitor, and collate statistics and feedback gathered from service users on electronic IT systems. Accurate and up to date information is essential. Internal and external meetings minutes recording will be essential and must be clear, accurate minutes and have clear action points.
SAFETY- We want you to work safely in all aspects of the role- health and safety, safeguarding for all concerned, data protection, risk assessment etc. Full training will be provided in all of these aspects, and we will be looking for someone committed to achieving high standards in regard to all of these issues.

WHAT TO EXPECT
The role is for a part-time administrator, 25 hours per week. Your role will be based in Derbyshire Police Headquarters alongside the Out of Court Resolution Team, however you may be required to travel on occasion for team meetings etc.

Expenses are covered but you will need to drive and have access to your own vehicle. 

We will provide: 
· Full training 
· A laptop and mobile phone 
· Line management support and guidance 
· The role requires an enhanced DBS check and Police Vetting (Level 2 Enhanced)
· Salary £23,140 (actual £16,528 per annum)  
· 6% employer pension contribution      
· 26 days leave per annum plus bank holidays
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