Job Description






January 2012
Criminal Justice Liaison Officer (CJLO) 

Role: To be responsible for management and delivery of NAPAC’s work in HM Prisons and Probation Services.
Two years fixed contract.

Salary: £28,000 p.a.
Managed by and reporting to: Operations Manager
Responsibilities: 

· To promote NAPAC’s work in the prisons and probation communities, acting as an ambassador for NAPAC.

· To co-facilitate the NAPAC Personal Growth and Educational (PGE) Course within prison and probation settings.

· To visit prisoners and those under probation orders as required.

· To ensure Ministry of Justice requirements and restrictions are observed across all NAPAC’s work in criminal justice settings.  

· To liaise with the Training and Development Manager (TDM) in delivering the training of facilitators to run the PGE Course and oversee the delivery and evaluation.

· To recruit and train volunteers to work on the prison Support Line, letter writing service and to perform support prisoner / probation visits


· To ensure the recruitment of appropriately skilled staff.

· To provide training to prison / probation employees.


· To assist in the fundraising, planning and implementation in regard to work within the prisons/probation service.  Identifying resources, research potential funders and establish strategies to approach such funders and submitting funding proposals. Maintaining records of all such work.


· To contribute to the strategic direction of NAPAC.

· To undertake training as deemed necessary, initial training to be delivered by NAPAC (TDM).

· To undertake other duties as required for the effective running of the organisation.

CJLO - Core competencies

Balances the need for pace with rigorous, evidence based analysis.

Effectively combines a range of information to identify key issues and risks.

Talks positively to staff and partners about change, acknowledging doubts and concerns, while showing how it can work and the benefits it will bring.

Applies judgement and makes recommendations with an understanding of the wider implications of their actions.

Focuses on results, establishes challenging and achievable objectives.

Actively encourages a beneficiary service culture and role models beneficiary service behaviour.

Involves specified partners in designing and suggesting improvements to services and processes.

Achieves return on investment, delivers more for less on specific budgets.

Swift to enlist support and input of a network of key stakeholders and experts from other areas.

Delegates stretching responsibilities to broaden thinking and experience, creates opportunities for learning on the job.

Written and verbal communication is clear, well structured and convincing for the relevant audience.

Takes personal responsibility for creating a working environment that encourages equality, diversity and inclusion.

Other requirements

The post holder will have to complete an enhanced CRB check and be prepared to comply with MoJ requirements for anti-terrorism checks.

NAPAC requires all staff to be responsible for their own psychological and emotional self care, experienced clinical supervisors can be recommended.

Person specification
The trustees are willing to consider candidates from any background provided they can demonstrate both the relevance of their skills and experience, and a sense of urgency and commitment to respond to one of society’s most serious and widespread problems.

Qualifications and knowledge:
 
· Diploma level e.g. in Social Work, Counselling, Probation or Prison Service (or equivalent professional experience);

· Knowledge of survivor issues and the problems faced in achieving recovery, gained through either personal or professional work.

Skills and aptitude:

· Interpersonal skills and emotional literacy to a very high level;
· Literate and numerate;
· IT skills across MS Office;
· Presentable and articulate;
· Punctual and reliable; 
· A structured and organised approach to work;

· An effective and continuous drive to implement best practice.
Experience:

· An understanding of counselling and psycho-therapeutic practices and an ability to work with people seeking help in recovering from the impacts of complex childhood trauma in adulthood;
· Experience of management in the voluntary sector;

· Experience in implementing performance management procedures;

· Programme management experience in leading and implementing strategies and change to raise standards; 

· Experience and confidence in public speaking;

· A positive and outgoing attitude to reviewing, assessing and developing strategy; 

· Energy that can be channelled constructively and effectively, and targeted on achieving results.


