
	ROLE PROFILE
Part1
	Role
Title
	CSI OFFICE COORDINATOR
	Dept
/LPA
	SCIENTIFIC SERVICES DEPARTMENT

	
	
	
	VETTING LEVEL
	SRV
	 
	 
	STAFF
	

	Grade/Rank
	Scale 5

	Responsible To
	CSI Supervisor

	Staff Line Managed
	None



	Reviewed by (Manager)
	Operations Manager S. HOWARD
	Date
	01/01/2022

	Purpose of Job
	To manage & support SOC offices including sending & receiving exhibits for examination adhering to ISO procedures.

	Key Accountabilities
	1. Working within CSI offices supporting the SSD Operational staff and wider Constabulary in relation to SSD Activities, attendances and investigations.
2. Act as a point of contact for officers, SSD Staff and external agencies for queries relating to CSI and SSD activity.
3. Ensure that submissions to the external FSPs are completed as per MG21s and by adhering to ISO procedures, local policies/legislation, researching where necessary to ensure evidential integrity and to confirm records (paper and electronic) are up dated and maintained correctly.
4. Manage CSI submissions, Property Exhibits and returned items to ensure records are accurate, correct and complete any issue resolution, this is to include safe custody of firearms, drugs and money. Adhering to Quality Management systems in regards to non-conforming work or actions.
5. Record Management, system updates and destruction in regards to DNA Elimination samples. Research as to whether they require destruction or retention as per PoFA and CPIA.
6. Undertake work relating to ISO accreditation – including audits, record management, document control, non-conformance report/investigating and procedural review.
7. Assisting facilities management of the local site to include equipment daily logging and point of contact for facilities issues raised to the central team.
8. Forensic cleaning of work areas in line with ISO 17025 and appropriate use of PPE, gloves, mask, goggle and lab coat.
9. Work in accordance to Quality Management systems, Health & Safety Regulations, agreed working practices and Force Policy and Procedures.
10. To provide regular and effective service.
 
Note: This role profile is designed to assist postholders with understanding what is expected of them in their role.  Hampshire & IOW Constabulary may ask them to undertake other duties, as required, which are not necessarily specified on the role profile but which are commensurate with the grade of the post. The role profile itself may be amended from time to time within the scope and general level of responsibility attached to the post.

	Additional Requirements
	Maintain personal responsibility for collection, recording, evaluation, information sharing, review, retention and disposal of information in compliance with codes of practice and Guidance in the Management of Information, information security policy, procedures and legislation.
 
May be asked to carry out fire warden duties to meet required standards if required.
All officers and staff must be aware of risk in relation to their role, please view the appropriate Health & Safety Risk Assessment for the role.



	ROLE PROFILE Part2
CVF Recruitment Competencies
	We are Emotionally Aware Level 1
We Take Ownership Level 1
We are collaborative Level 1
We are Innovative and Open Minded Level 1
Transparency

	Education/ Qualifications
	Essential: Educated to QCF Level 2 (3-5 passess including English and Mathematics) OR work experience deemed to have brought the postholder to a comparable level.
Desirable: QCF Level 3 in Business Administration

	Experience and Skills
	Essential - Proven experience in a busy office environment, routinely undertaking a diverse range of support/administrative duties. 
Must be capable of working without direct supervision, have excellent organisational skills, and be able to manage and prioritise demanding workloads.
Use and familiarity with computerised packages e.g. Microsoft Word, Excel, Outlook.
Ability to work with minimal day to day supervision and able to prioritise competing demands. 
Desirable – Familiarity with working in a large organisation/public sector. 
Knowledge of police organisation/structure 
Knowledge of forensic investigation services provided by the Scientific Services Department and requirements in respect of exhibit continuity and integrity.


	Approved by HR
	Julian Kloppenborg, Senior HR Advisor
	Date
	21/01/2022
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