Role Profile

Traffic Process Case Assistant

Role Description

The purpose of this role is to administer and monitor traffic cases through the Single Justice
Procedure and Police Traffic Courts, liaising with colleagues and other agencies to ensure effective
service delivery.

Main Responsibilities

» To administer the Single Justice Procedure file procedure, liaising effectively with defendants, Criminal Justice
Department staff, Police Officers and other Criminal Justice agencies as appropriate and ensuring that data
accuracy is maintained at all times

* To prioritise work based on the urgency and pre-determined features of each case

+ To check, input, update and amend information on relevant Police and HMCTS systems to comply with local and
national standards in relation to Single Justice Procedure cases

» To assist the Police Led Prosecutor in the preparation of court lists and the collation of electronic case files in
readiness for hearings in the Police Traffic Court

» To update and maintain statistical information in relation to file submissions and outcomes regarding cases being
heard in the Single Justice Procedure and Police Traffic Courts

» To undertake general administrative duties for the CJD Traffic Unit, supporting colleagues to ensure effective
service delivery

Rank\Scale

Scale 3

Reports To

Senior Traffic Evidential Review Officer

Additional Information

Vetting Level: The role must be vetted to a minimum of Recruitment Vetting (RV).

Experience and Qualifications

Essential:

* A minimum of 3 Grade A-C GCSEs (or equivalent), to include English Language and Maths

» Proven experience of working under pressure as part of a busy team, with the ability to work to strict deadlines and
balance competing demands

 Excellent keyboard and IT literacy skills, including Microsoft Outlook, Excel and Word

+ Excellent communication skills, with an eye for detail

+ A flexible approach, with the ability to adapt in order to support colleagues

Desirable:

» Knowledge of the Criminal Justice system
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Role Profile

Traffic Process Case Assistant

Mobility: The Force reserves the right to request you to carry out any other duties or move you to any other post appropriate
to your grade, at any location within the county of Gloucestershire, as business requirements dictate.

Working Pattern: Normal working hours will average 37 per week or will be pro rata. This will be worked subject to the
needs of the service and may involve shift, night, weekend and public holiday working.

Standards of Professional Behaviour: All members of Police Staff / Police Officers must comply with these standards.
Travel: The post holder may be required to travel to meetings around the county.

Training and development: Undertake personal ‘Continuous Professional Development’ (CPD) together with the required
training and development to maintain working knowledge.

Progression

Skill Category | Skill Name Skill Level Skill Description For PDR
NOS Unit Unit Name Unit Description
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