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[bookmark: _Hlk143430080]Business Services Assistant - Durham Police & Crime Commissioner’s Office.

Location: 		Durham Police Headquarters - hybrid working applies depending on demand.

[bookmark: _Hlk143426404][bookmark: _Hlk148611603]Salary:  	Scale B - £25,278 – £26,826 per annum- plus mileage and expenses.

Hours:		37 hours per week, working Monday to Friday 

Job type: 		Fixed term until 30th April 2028 

Qualifications:	4 G.C.S.E. levels (Grade 9 to 4/A to C) including English Language or Literature and Math’s or an approved equivalent. 

If you possess an equivalent qualification, you must clearly outline this on your application.  Failure to do say may result in your application not being progressed.

Further information regarding the relevancy of equivalent qualifications is available from the OfQual website at http://ofqual.gov.uk/help-and-advice/comparing-qualifications/

	Successful candidates will be required to provide copies of all relevant qualifications. 

Closing Date: 	13th April 2026

Role Details: 

Due to a vacancy that has arisen in the Durham Police and Crime Commissioner’s Office, an exciting opportunity has arisen to join the team.

This is an exciting opportunity to join the Office of the Durham Police and Crime 
Commissioner as a Business Services Assistant

To provide business, secretarial, and administrative support to the Office of the Durham Police and Crime Commissioner in order to enable them to carry out their roles more effectively and efficiently.

For further enquiries regarding the vacancy please contact

Vetting 
Durham OPCC has a strict vetting requirement and any offer of employment will be subject to appropriate vetting levels which will be maintained / updated throughout the period of service. In addition, applicants should have been a UK resident for at least 3 years prior to the date of application. However in the event that applicants have not been resident in the UK for at least 3 years and can provide a VERIFIABLE certificate from the Police of any country where they have taken temporary residence to indicate that they have not been convicted of any offence whilst in that country or involved in any investigation by a Law Enforcement Agency which includes being interviewed, arrested, issued with any penalty notice, charged or cautioned irrespective of whether that offence is an offence within the United Kingdom, then this will be considered as part of the recruitment vetting process. Individuals who are not able to meet this criterion will be subject to appropriate risk assessment by the Counter Corruption & Vetting Unit. 
 
Tattoos 
Any tattoo anywhere on the body that is obscene, or advocates sexual, racial, ethnic, or religious discrimination, by written word or design is prohibited and the presence of such a tattoo would preclude an applicant from passing the recruitment process for employment with the OPCC. Tattoos which are visible on the face, scalp, ears, neck, and hands are not considered appropriate for those who are in public facing roles. ‘Public facing’ also extends to include those employees who engage with partner agencies.   

Positive Action
Our force takes part in Positive Action which aims to increase recruitment applications from all underrepresented groups. People with language skills, different cultures and backgrounds are encouraged to apply our organisation. We are committed to building our relationships with minority communities and encouraging them to join our policing family.

We value people from all diverse areas of the community and work closely with internal and external support groups to ensure our staff have access to the most appropriate support and career development needs possible to be able to positively contribute to the policing of our communities. 

Please note that all formal applications made to Durham Constabulary for employment will be based on merit. 

In support of Durham Constabulary’s commitment to recruiting a police service which is representative of our communities, our aim is to support and inform potential candidates from all protected characteristic groups, including Black, Asian and Minority Ethnic background. For more information in relation to recruitment opportunities, please contact:positive.action@durham.police.uk

To Apply 
For further information please view the below Job Description and Person Specification.

To apply please complete the Pers 198 Police Staff Application Form. Completed application forms should be returned to human.resources@durham.police.uk

Hard copy applications will not be accepted.  

Please note that Curriculum Vitaes (CVs) will not be accepted. 
 
Candidates will be contacted via email in relation to the recruitment process and are advised to also check Junk/Spam folders for email updates.  

Candidates must have indefinite leave to work and live in the UK and be free from any restriction. Any successful candidate will be asked to provide evidence of this. 























The Office of the Durham Police & Crime Commissioner
Business Support Assistant- Community Peer Mentor

Job Description

Job Title:		Business Support Assistant- Community Peer Mentor
Scale:	PCC Scale B -£23,157 - £24,573 per annum - plus mileage and expenses
Tasked by:		PCC Senior Leadership Team

Job Purpose
[bookmark: _Hlk89069252]Community Peer Mentor Business Coordinator ensures the smooth running of the Community Peer Mentors for staff, volunteers and clients who make contact. You will be required to empower change, reduce vulnerability and provide a voice for the unheard, this support is given to anyone whatever their background or circumstances, whether victim, survivor, perpetrator, prison leaver or someone forgotten or neglected by society.

Main Duties and Responsibilities:

1. Your primary role will be to support the manager, all staff and volunteers at each stage of their engagement, including application, inductions, arranging the submission and payment of all expenses and claims.
2. Coordinate and review the managers diary, appointments and identify opportunities for additional training for all staff and volunteers. 
3. Plan, coordinate and deliver training for volunteers.
4. Responsibility for the daily management of volunteers, whilst liaising with the manager, and working with stakeholders and maintaining these relationships.
5. Must be prepared to travel anywhere in County Durham or Darlington.
6. Report to the Community Peer Mentor manager to provide regular updates, raising any issues, concerns and highlighting lessons learnt and best practise. You will receive direct support and guidance from the manager and other co-ordinators, this will include opportunities for continued professional development.
7. Be willing to work alone, conduct risk assessments, be an active problem solver, be responsible for the care and welfare of volunteers, identify risks, concerns, and safeguarding issues.
8. Briefing stakeholders, attend multi agency meetings and be the advocate for the client and represent the PCC.
9. Be willing to work outside normal working hours including weekends and Bank Holidays.
10. Must be willing to complete the following training on appointment:
a. Complete Mental Health First Aid Extended Training (3 Day Course)
b. Complete Mediation Training – Supervisor (2 Day Course)
c. Complete Recovery Coach Training (Addictions) – Supervisor Role to be a ‘Systemic Wellness Practitioner’ (10 Week Course)
d. Advocacy Training – Supervisor (2 Day Course)
e. Problem Solving Training – (1 Day Course)
f. Complete Level 3 LSCB Training in Adult and Domestic Abuse (2 Days Training) 
g. GDPR Training (Half Day)

Administration within their Area of Responsibility

Internal Administration:
· Process expenses and mileage for staff monthly, and volunteer out of pocket expenses and keep records
· Provide mobile phones to mentors and clients and keep all records up to date and thorough in case of issues, including top up mobile phones for clients and mentors

Mentor Support and Management:
· Process application forms on to databases for mentors, including contacting referees and arranging safeguarding and GDPR training.
· Maintain all volunteer records and data bases. 
· Provide full pen picture of new mentors and advise and liaise with area coordinators of mentor’s specialities to match with clients’ needs.
· Maintain accurate records of the application process for each individual mentor, in accordance with GDPR
· Actively engage and provide a service of contact with mentors when worried about clients and subsequently searching on police systems; escalating to full police or mental health contact depending on given situations.  
· Maintain contact with mentors for their own wellbeing.
· Provide additional information for training, employment or other opportunities.  

Case Management Systems:
· Add clients to system and ensure client updates are correct and in the correct place
· Ensure Police intelligence and safeguarding reports are updated in relation to client and mentors personal information
· Review and monitor the Police intelligence systems for interactions with mentors and clients; ensuring to update the manager and area coordinator with any issues or concerns.
· Manage and liaise with the team for the case management system to keep it up to date and resolve any issues.

Safeguarding, Mentors and Client Support:
· Provide supporting letters and liaise with organisations on behalf of clients
· Providing advice and guidance to mentors regarding clients
· Research services for mentors and clients and maintain contact with food banks across County Durham and Darlington
	
Working Relationships and Contacts 

	Communities, Victims, Alleged Perpetrators, Durham Constabulary and Crime Commissioner, Community Safety Partnerships, ASB Hot Spots, ASB Community Triggers, Victim Support Services, NHS and Mental Health Services, North East Ambulance Service, Domestic Abuse Support Services, VCSE organisations working with victims of anti-social behaviour and victims/survivors themselves



Person Specification
Business Support Assistant- Community Peer Mentor


Job Title:	Business Support Assistant- Community Peer Mentor
 
Department:	 The Office of the Durham Police & Crime Commissioner

	Employee
	The Successful Candidate Should Possess the Following
	Assessment
Criteria

	Educational Attainment / 
Professional Qualifications
	Essential
· 4 GCSE’s including English Language or Literature and Mathematics (Grade A or B) or an approved equivalent. 
· Plus excellent computer / keyboard skills and knowledge the input and retrieval of information from spreadsheet and database systems.
Desirable
•	Level 2 NVQ in Business Administration, or equivalent.
	Sift/Interview

	Work Experience



	Essential
· More than 3 months administrative experience 

Desirable
· Experience of working with people in a public facing role (i.e., crime and disorder partnerships, criminal justice partnerships, NHS or Voluntary or Private Sector)
· Experience of problem solving and working collaboratively with internal and external colleagues and communities
	Sift / Interview

	Knowledge / Skills / Aptitudes

	Essential
· Numerical skills, e.g. addition, subtraction, simple multiplication or division, simple statistics

· Enhanced literacy skills, e.g. composing either original memos, letters or short reports on a regular basis, statement writing

· Enhanced keyboard skills, e.g. use of spreadsheets, inputting into database systems, etc. where accuracy is essential but speed is not a key demand
Desirable
· Able to work effectively across a multi-agency environment
· Ability to engage with VCSE organisations, including “grassroots” campaign groups
· Strong communication, influencing, mediation, and negotiating skills
· Demonstrate a commitment to equity, equality, inclusion and diversity
· Literacy and IT skills, e.g. composition of reports
	Sift / Interview


	Disposition
	Essential
· Able to empathise with victims and survivors
· Be able to deal with demanding and complex clients. 
· Be reliable, flexible and robust.
· Be prepared to work on your own with minimum supervision and make decisions in a timely manner. 
· Able to remain non-judgemental and objective
· Able to build and maintain productive working partnerships
· Able to work under pressure to meet specific deadlines
· Excellent communication skills
	Sift / Interview

	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 and have access to your own vehicle; you will require business insurance.
· Be prepared when appropriate to transport clients to appointments where and when appropriate.
· Be prepared to support clients and mentors on a flexible working basis, that suits the clients, mentors and you, as agreed with the manager.
	Sift / Interview






THE OFFICE OF THE DURHAM POLICE, CRIME COMMISSONER (ODPCC)
CONDITIONS OF APPOINTMENT
Business Support Assistant -Community Peer Mentor 

1. 	SALARY

PCC Scale B £23,157- £24,573 per annum - plus mileage and expenses.

2.	PENSION
	New employees are required to choose a pension arrangement to which they will contribute on taking up appointment with the Office of the Police, Crime  Commissioner.
			The Local Government Pension Scheme.
			The State Earnings Related Pension Scheme.
			A Personal Pension arrangement.
	New employees will be automatically enrolled into the Local Government Pension Scheme.  The successful applicant will have the right to opt out of the Pension Scheme once they have commenced employment

3.	SICKNESS DECLARATION & MEDICAL SCREENING/ EXAMINATION
	This appointment will be subject to satisfactory pre-employment medical screening. During these pre-employment checks the Constabulary requests sickness details from your previous employer(s). Following screening the successful candidate may be required to attend for a medical appointment.

4.	ANNUAL LEAVE
	Annual leave will be calculated on a pro-rata basis according to the number of hours worked per week.  Annual leave for a full time employee (37 hours per week) will be a minimum of 26 days rising to a maximum of 31 days after 5 years continuous service. 
The annual leave year runs from 1st January to 31st December and those who commence employment during the year will be entitled to a proportion of the annual leave entitlement.

5.	PERIOD OF NOTICE
	The appointment will be terminable by 4 weeks’ notice in writing on either side, subject to the provisions of the Employment Rights Act, 1996.

6.	PROBATIONARY PERIOD
	Appointment is subject to a Probationary Period of 6 months.  

7.	TRAINING
The Office of the Police Crime and Commissioner has a positive policy towards identifying and meeting the training needs of all of its staff and it is a condition of employment that staff are prepared to participate in any training courses which are felt to be appropriate to their needs.  Most training needs will be met within the organisation, but he/she may be able and required to attend job related short courses.

8.	ACCOMMODATION / LOCATION OF POST
Across our Durham and Darlington bases – Hybrid working applies dependant on demand.

However, you will also be expected to provide support for other members of the team when required; therefore, you must be prepared to travel anywhere in County Durham or Darlington and the Office of the Durham Police, Crime and Commissioner reserves the right to require you, on a temporary basis, to carry out any other duties or move to any other post appropriate to your grade, at any location within County Durham and Darlington as business requirements indicate.  

If you are required to move on a permanent basis, you will be required to do so only after a reasonable period of consultation and notice, which will take into account your reasonable personal requirements.

Any additional reasonable travelling expenses which may incur as a result of any change of your place of work will be met.

9.	EQUAL OPPORTUNITIES POLICY
	The Police, Crime and Victims’ Commissioner requires a respect for diversity, encourages and is committed to the principles of Equal Opportunities.

10.	WORKING HOURS
You will work 37 hours per week from Monday to Friday based on 9am to 5pm. The flexible working hours scheme is applicable.

11.	TRAVELLING EXPENSES
Expenses will not be paid for any part of the recruitment procedures.

12.	OTHER CONDITIONS
	The other terms and conditions of appointment (including the conditions relative to annual leave and the payment of salary in case of sickness) will be in accordance with relevant regulations.
All Police Staff regardless of role will be subject to random testing for drugs as per force policy.

Vetting
The ODPCC has a strict vetting requirement and any offer of employment will be subject to appropriate vetting levels which will be maintained / updated throughout the period of service.  In addition, applicants should have been a UK resident for at least 3 years prior to the date of application. However in the event that applicants have not been resident in the UK for at least 3 years  and can provide a VERIFIABLE certificate from the Police of any country where they have taken temporary residence to indicate that they have not been convicted of any offence whilst in that country or involved in any investigation by a Law Enforcement Agency which includes being interviewed, arrested, issued with any penalty notice, charged or cautioned irrespective of whether that offence is an offence within the United Kingdom, then this will be considered as part of the recruitment vetting process. Individuals who are not able to meet this criteria will be subject to appropriate risk assessment by the Force Counter Corruption & Vetting Unit.

13.	CANVASSING
	Canvassing, either directly or indirectly, is prohibited.

14.	TATTOOS 
Any tattoo anywhere on the body that is obscene, or advocates sexual, racial, ethnic, or religious discrimination, by written word or design is prohibited and the presence of such a tattoo would preclude an applicant from passing the recruitment process for employment with the ODPCC.  

15.	SMOKING POLICY
	The ODPCC operates a “No Smoking” policy.

16.	ADDITIONAL BUSINESS OR EMPLOYMENT
Employees must devote their whole-time service to the work of the ODPCC and must not engage in any other business or take up any other employment without the written consent of the Chief Executive to the ODPCC.

17.	CLOSING DATE
The closing date for receipt of applications for this post is 5pm Friday 5th January 2024. 

18.	SELECTION PROCESS
	Specific dates for assessment/testing/interview for this post have been identified and details are given below (please not these are approximate and may be subject to change)

19.	APPOINTMENT OFFER/ANTICIPATED DATE FOR FILLING THIS POST
The appointment offer will be subject to satisfactory references, medical and security clearances.  Should any clearances prove to be unsatisfactory the Police, Crime and Victims’ Commissioner reserves the right to withdraw any offer of employment made.  A starting date will be agreed following receipt of satisfactory clearances, taking into account notice periods required.
This post will be filled as soon as practicable.
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