[image: ]
 
	Role Title:
	Scientific Services Make Ready Assistant
	Rank / Grade:
	Scale 3

	The role of the Scientific Services Make Ready Assistant is to support the operational deployment of CSIs (Crime Scene Investigators) and CSMs by preparing, cleaning and maintaining vans, and managing the movement of equipment and consumables across the Scientific Services department. 

	Vetting (level):
	Standard Recruitment Vetting
	Psychological Screening:
	None.

	Location:
	Alchorne Place, Portsmouth

	Travel Required:
	Yes, travel will be required to all below CSI sites:
1. Alchorne Place, Portsmouth
1. Locard Building, Eastleigh 
1. Southampton Central Police Station 
1. Shanklin, Isle of Wight


	Suitability for restrictions: 
	N/a
	Position Type:
	Full time 

	Conditions:
	None.
	Responsible to 
	CSI Technical Manager

	Key accountabilities (an indication of the responsibilities and activities expected in the role) 

	1. To prepare the CSI vehicles for use by maintaining the minimum stock levels of consumables, as well as ensuring they are equipped with the appropriate kit.
2. To ensure that the stores are stocked of consumables to the minimum requirement at the designated SOC office.
3. To perform interior and exterior cleaning of CSI vehicles as well as performing periodic deep cleans as required.
4. To maintain records of all CSI vehicle cleans performed within the QMS.
5. To perform environmental monitoring tasks.
6. To maintain an audit trail of consumables by electronically recording/updating the movement of stock from stores to the van.
7. To be responsible for hard copies of procedures within the van and updating when new versions are issued.
8. To perform routine maintenance/calibration activities on equipment when required, and to update the corresponding asset records.
9. To report any faults with equipment and organise replacement/repair.
10. To perform stock checks/rotations in the stores and vehicles to ensure stock with the shortest expiry dates are utilised first, and any damaged/out of date stock is removed.
11. To provide an administrative support service to all Crime Scene Investigators, including data inputting
12. To give regular and effective service.

	Essential Criteria

	
The role holder may be required to visit various locations within Hampshire and the Isle of Wight driving force vehicles (CSI vans) so must hold a current full drivers licence and be prepared to take and pass a Force driving course (a 45 minute check run where the individuals driving is accessed to ensure they meet the standards for driving and manoeuvring/reversing).


	Attributes

	Must be capable to manage and prioritise demanding workloads. 
[bookmark: _GoBack]Use and familiarity with computerised packages e.g. Microsoft Word, Excel and Outlook.
Ability to work with minimal day to day supervision and able to prioritise competing demands.
We will assess your suitability to join policing as part of the selection process. You will need to be able to evidence that you will uphold the values of policing (Emotional Awareness, Ownership, Innovation and Open Minded, Transparency), the Code of Ethics and demonstrate our Competencies and Values. 
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