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Job Description and Employee Specification [Justice Support Assistant]
Education & Families


	Service: 

	Education & Families

	Division:
	Social Work Services, Justice


	Job Title:
	Justice Support Assistant


	Responsible to:
	Senior Social Worker


	Grade
	NLC7


	Conditions of Service
	SJC


	Date of last review:
	


	Job Outline

As a member of the Criminal Justice Services contribute to the delivery of Justice Services consistent with Government Legislation, National Outcomes and Standards and North Lanarkshire Council Policy.



	Main Duties and Responsibilities

1. To assist in the delivery of Justice Services consistent with Government legislation and National Outcomes and Standards. 

2. To assist the Senior Social Worker or designated Officer in the delivery of Justice Services consistent with the North Lanarkshire Council’s policies, procedures, practice and services standards.

3. To assist in the development, implementation and compliance of statutory plans and orders. 

4. To prepare reports and assessments appropriate to the grade of the post.

5. To participate in Service arrangements for supervision and workload management and to ensure that all work is recorded in accordance with Council procedures.  

6. To assist the Senior Social Worker or designated Officer to fulfill performance management requirements by ensuring compliance with data recording and performance expectations.

7. To participate pro-actively in supervision, training and staff development opportunities, consistent with service policies / procedures.

8. To comply with North Lanarkshire Council’s Health & Safety at Work procedures and any relevant legislation and to ensure that safe systems of work are used at all times.

9. To undertake other duties as required.


This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.


	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING
Educated to SVQ Level 2  or equivalent 

Qualification in Social Care, eg. HNC/SVQ 3 or equivalent or a commitment to work towards.

	
X






	




X

	


Verification of Qualifications/Application Form

	WORK EXPERIENCE
Moderate experience of working within a social work/social care setting are essential.  
Experience of interagency work 

	
X

	




X


	
Application Form/Interview

Application Form/Interview


	KNOWLEDGE/SKILL/ABILITY
Effective engagement and communication skills including oral, listening  and written

Understands the non verbal communication presented by a young person’ behaviour
 
Ability to work within a team framework and to specific directions and deadlines

Report writing skills

ICT skills

Knowledge of risk

Knowledge of needs/issues for people facing personal family and social problems including disability. 
	
X



X




X


X

X

X
	




















X
	
Application Form/Interview

Application Form/Interview



Application Form/Interview

Application Form/Interview
Application Form/Interview
 Application Form/Interview 


Application Form/Interview 

	PERSONAL QUALITIES/ATTRIBUTES
Confident, self motivated, enthusiastic and solution focussed. 

Calm and able to work under pressure


Flexible and adaptable.
Smart appearance.
Engaging and accepting manner.
Able to relate to members of staff and public.
Ability to maintain a high degree of confidentiality regarding all aspects of work.
	
X


X



X

X

X

X

X


	




	
Interview

Interview

Application Form/Interview
Interview 
Interview
Interview

Application Form/Interview


	Other
Satisfactory PVG scheme membership (Protected Adults)(application will be processed by the Council for successful candidates and must be attained prior to commencing employment)
	
X
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