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DURHAM OFFICE OF POLICE & CRIME COMMISSIONER

Job Description


	JOB TITLE:
	Staff Officer 

	REPORTS TO:
	Head of Business Services  

	LOCATION:	
	Office of the Police & Crime Commissioner (OPCC)

	SCALE:
	Grade F, £36,033 – £39,093

	TERM:
	Fixed Term to 30th April 2028


		 	

JOB PURPOSE

To provide a support service to the Police and Crime Commissioner and Chief of Staff to ensure that the PCC and Chief of Staff is informed, briefed, and prepared as necessary to discharge their duties effectively.


MAIN DUTIES & RESPONSIBILITIES

1. Provide a support service to the PCC and Chief of Staff, in order to identify which matters must be brought to the attention of the Commissioner and Chief of Staff, advising on the most appropriate course of action in relation to relevant issues, and ensuring a continuing high level of assistance to the Commissioner and Chief of Staff at all times.

2. Manage the Commissioner’s daily business, interpreting and responding to high level correspondence, undertaking any necessary planning, arrangements, research, and briefing, identifying issues of risk and providing solutions where required.

3. Manage specific tasks and projects on behalf of the PCC and Chief of Staff as directed. Further undertaking any other tasks, duties or projects that may arise from time to time which are commensurate with the general level of this post as directed.

4. To attend internal and external events with the PCC at a local, regional, and national level. To prepare the PCC for such events liaising with a range of partners to address priorities and concerns. This may include evenings and weekends.

5. Maintain an understanding of external reviews and issues in order to effectively brief the PCC and Chief of Staff.

6. Provide analysis and commentary on a wide range of strategic relevant policing issues, producing strategic reports, undertaking comprehensive research into a variety of subject matters as requested, ensuring the accuracy and timeliness of all such information produced.

7. Manage and co-ordinate any necessary arrangements for visits by and to external and partner organisations, making any necessary arrangements to ensure that guests are appropriately treated, that good relationships can be fostered and that visits can be productive and meet the needs of both parties.

8. Maintain an awareness of changes in legislation and develop and maintain good working relationships with key stakeholders within the Senior Leadership Team and externally.

9. To manage staff as directed eg Personal Assistants.

10. The postholder may be required to attend engagement events either on an evening or a weekend with, or on behalf of the OPCC/PCC.

11. [bookmark: _Hlk200559141]Regular travel will be required.

12. Flexible working may be required, at unsociable hours, to ensure the needs of the PCC/individuals are met. 

The duties and responsibilities outlined above cannot encompass or define all tasks which may be required of the post holder. The outline of duties and responsibilities given above therefore may vary from time to time without materially changing either the character or level of responsibility and these factors are reflected in the grade applied to the post.
 
This is a politically restricted role. Candidates are asked to note that the government have announced that PCCs will be abolished in May 2028 and the Office of the PCC await information on what policing governance will look like moving forward.






















PERSON SPECIFICATION
 
	Employee
	The successful candidate should possess the following
	Assessment
Criteria

	Educational Attainment / 
Professional Qualifications
	Essential
· GCSEs (4 passes at C or above)
	Sift/Interview

	Work Experience



	Desirable
· Understanding of working for an elected official. 
· Understanding of working within the Force and/or Office of the Police & Crime Commissioner.

	Sift/Interview (All)

	Knowledge / Skills / 
Aptitudes

	Essential
· Enhanced numerical skills
· Advanced literacy skills, e.g. composition of reports and policies
· Experience with ICT products including Word, Excel, PowerPoint and Outlook. Enhanced keyboard skills, e.g. use of spreadsheets, inputting into database systems, etc. where accuracy is essential but speed is not a key demand.
· Sound organisational and prioritisation skills and have several years’ experience in project management or similar high-level management skills in order to proactively deliver projects on behalf of the PCC and Chief of Staff. It is essential that the post holder has a confident approach and possesses the ability to gain trust and credibility internally and with external partners. 
· Stakeholder and relationship management are key skills required for this role. As such, highly developed communication skills and the ability to engage effectively with others and the ability to effectively brief and present at a strategic level are a given requisite for this post holder.
· Strong influencing, negotiating and organisational skills combined with self-confidence, tact, discretion, initiative, excellent decision-making skills and diplomacy together with the ability to work independently and to pressurised deadlines to resolve issues as they arise without the need for close support or supervision. A highly attuned ability to risk assess and resolve problems is essential in this role.
· Methodical, organised approach to their work combined with strong research skills that will allow them to gather, analyse and evaluate information from a variety of sources and compile concise and relevant reports to often tight deadlines. They will have the ability to present this information both in writing and verbally in a clear manner to audiences from a wide variety of backgrounds and so advisory and consultancy skills are required for working with senior people both within and outside of the Force.
· A good knowledge of project initiation, management and monitoring as required. 
	Sift / Test / Interview
(All)


	Disposition
	Essential
· Able to work collaboratively and proactively with internal and external colleagues.
· Excellent communication skills
· Ability to work under pressure, to own initiative, and have a flexible approach to meet the needs of the job.

Desirable
· Ability to build and maintain productive working partnerships
	Sift/Interview
(All)

	Special Requirements

	Essential
· To be committed to excellent public service and transparency
· To be of the highest integrity
· To have a respect for diversity and be committed to the principles of Equal Opportunities
· To possess a full, current driving license or have access to a means of mobility support.
· The post is politically restricted. 
	Sift/Interview
(All)
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