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(Manager)

T LYo b1l To be first point of contact for telephone and email enquiries from the public and
Police Forces regarding Driver Awareness Course provision across Hampshire and
Isle of Wight.

Key 1. Support the DAT Administrators in ensuring a sufficient level of course
F.¥elo o 01112 1 e =] @Vailability is maintained across Hampshire and Isle of Wight
2. To give advice and take appropriate action to resolve enquiries at first point of
contact wherever possible, being accountable for maintaining a high standard and
managing the caller’s expectations regarding course provision.
3. To provide administrative support to ensure the overall smooth running of the
Driver Awareness Programme
4. To ensure compliance with the Programme’s retention, recording, archiving and
disposal of material in accordance with the Freedom of Information Act, Force
procedure and Service Level agreements
5. To effectively administer a variety of computerised record keeping systems,
ensuring GDPR compliance at all times
6. To assist in monitoring the Programme’s performance by undertaking the
collection of evaluation data relating to the Programme

7. To give regular and effective service

Note: This role profile is designed to assist postholders with understanding what is
expected of them in their role. Hampshire 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 Maintain personal responsibility for collection, recording, evaluation, information
LT T (L 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 called on 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.

Applicants can be accepted onto the Apprenticeship Programme. You will be
working towards a ‘Customer Service Practitioner’ qualification.

Applicants who do not have Maths and English GCSE A-C (or equivalent) on entry
will be required to achieve an equivalent level of qualification in these subjects
(functional skills level 2) in order to achieve the Apprenticeship qualification.

Full support will be given to enable trainees to acquire the required levels of
functional skills.

*{o] M W:1: (o] (N We are Emotionally Aware Level 1
Part2 We Take Ownership Level 1
CVF We are Innovative and Open Minded Level 1
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https://profdev.college.police.uk/competency-values/we-are-emotionally-aware/
https://profdev.college.police.uk/competency-values/we-take-ownership/
https://profdev.college.police.uk/competency-values/innovative-open-minded/
https://profdev.college.police.uk/competency-values/impartiality/
https://profdev.college.police.uk/competency-values/integrity/
https://profdev.college.police.uk/competency-values/public-service/

Essential: Educated to QCF Level 2 at least 2 passes to include English and
Mathematics OR work experience deemed to have brought the postholder to a
comparable level.

Education/ [
Qualifications Apprenticeship Route: Applicants need no qualifications to be accepted onto the
Apprenticeship Programme. English and Maths at QCF Level 2 is a requirement of

apprenticeship completion, those who don't already have this will be supported to
achieve the required standard as part of the apprenticeship programme .

Essential:
Good communication skills
To be computer/keyboard literate and a competent keyboard user
Experience and
Skills Desirable:
Experience working in a busy office environment.
Knowledge of Police organisation and structure.
Knowledge of the Criminal Justice system
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All roles are expected to know, understand and act within the ethics and values of
the Police Service.
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http://www.hampshire.police.uk/internet/asset/4bac2286-4027-40b2-9e07-8efa9d67d2cP/QCF_chart.pdf
https://profdev.college.police.uk/competency-values/we-are-emotionally-aware/
https://profdev.college.police.uk/competency-values/we-are-emotionally-aware/
https://profdev.college.police.uk/competency-values/we-take-ownership/
https://profdev.college.police.uk/competency-values/we-are-collaborative/
https://profdev.college.police.uk/competency-values/deliver-support-inspire/
https://profdev.college.police.uk/competency-values/deliver-support-inspire/
https://profdev.college.police.uk/competency-values/we-analyse-critically/
https://profdev.college.police.uk/competency-values/we-analyse-critically/
https://profdev.college.police.uk/competency-values/innovative-open-minded/
https://profdev.college.police.uk/competency-values/innovative-open-minded/
https://profdev.college.police.uk/competency-values/impartiality/
https://profdev.college.police.uk/competency-values/integrity/
https://profdev.college.police.uk/competency-values/public-service/
https://profdev.college.police.uk/competency-values/transparency/
https://profdev.college.police.uk/competency-values/
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