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Job Description

Job Title:

VISITOR CENTRE WORKER

 

Salary:


£7.10 per hour

Hours:


12.5



Based at:

HMP Styal Visitor Centre

 


Length of Contract:
Permanent (Subject to Continuation of Contracted Services)
  


Responsible To:               Family Services Coordinator               




PURPOSE OF THE POST

To assist the Coordinator to develop the Visitors Centre into a welcoming place, where people visiting the prison, can spend time before and after their visit. 

To assist the Coordinator with the tasks necessary for the day-to-day running of the Centre.  

ACCOUNTABILITY

The Family Services Coordinator
MAIN TASKS

Centre Practicalities

1. Responsible for booking in of all visitors to the prison.

2. To encourage families to access support for their needs by interacting with visitors, offering information and advice as appropriate on a confidential basis.

3. Ensure that current accurate information about the prison, assisted prison visits scheme and other helpful agencies is available to visitors, and that information is available in languages other than English.

4. Liaison with prison staff, including visits and security staff to ensure close co-operation in the smooth and efficient reception of visitors at the prison.

5. Liaise with the prison’s Works Department to ensure that necessary repair and maintenance work is carried out as soon as possible.

6. Responsibility for the security of the Centre and for ensuring that Fire Regulations and Health and Safety Regulations are observed.

7. To undertake any other duties as requested by Coordinator.

8. To work in any other area as and when required e.g. Tea Bar or any area at the Visitors Centre.

Developmental Aspects

9. Support the Coordinator to network and link with other agencies.

10. Support the Coordinator to develop family ties initiatives including events/visits/workshops/fora.

Monitoring and Record Keeping

11. Support the Coordinator in managing the cash flow of the Visitors Centre Tea Bar and keeping agreed financial records. 

12. Support the Coordinator to controlling the supply of stock for the refreshment counter and supplies of play materials, toys and cleaning materials.

13. Support the Coordinator to produce monthly financial and resources paperwork for in relationship to rotas, absences and overtime. 

14. Keep up to date records of contact with families, agencies and offenders including interviews; assessments; telephone contact, in relation to work undertaken or referrals made. 

Personal Qualities

15. To maintain flexibility in the approach to the job, ensuring that any unforeseen circumstances or changes in work, which are compatible with the regular work, are carried out.

16. To carry out work in a manner consistent with the POPS Equal Opportunities Policy, Organisational aims and service principles.

17. To maintain confidentiality at all times, in accordance with agreed POPS’ protocols.

18. To be flexible i.e. work weekends, weekdays and travel as and when required.


Person Specification

The following are the minimum essential criteria, which will be used to assess your application form. Please ensure that you cover the criteria in your answers, including all your experience both paid and unpaid.

	CRITERIA


	Description
	Value

	QUALIFICATION
	
	

	EXPERIENCE
	1) Knowledge, practical experience in dealing with prisoners families, to be sympathetic and objective with people who may be under considerable stress
2) Experience of working in a team and also of using own initiative with limited supervision.

3) Experience of working in a Tea-bar environment or other retail outlets. 

4) Experience of working in the Voluntary Sector, paid or unpaid.

5) Understanding of the importance of providing a high quality client centred service

6) Knowledge and experience of good practice in promoting diversity and making services accessible to all.


	Desirable

Essential

Essential

Desirable

Essential

Essential



	SKILLS AND

ABILITIES
	1) Ability to support and carry out stock controls and banking procedures within a Tea-bar.

2) The ability to monitor the service via databases and questionnaires

3) To be committed to learning and developing new skills

4) Ability to work as a member of a team
5) Ability and commitment to implement equal opportunities policy.

6) Ability to initiate, build and develop sustainable relationships with offenders and their families.

7) Good interpersonal skills to include good listening and communication skills in giving clear explanations face to face and over the telephone.

8) The ability to communicate assertively, but sensitively with a wide range of people both written and verbal

9) Computer literate and able to use a  range of Microsoft Office packages


	Essential

Essential

Essential

Essential

Essential

Essential

Essential

Essential

Essential



	WORK RELATED

CIRCUMSTANCES


	1) Ability to work flexibly with occasional evening and week end work attached to the post.

2) A commitment to attending and contributing to monthly line management/supervision meetings with line manager as arranged.

3) Ability to identify own training needs and ways of addressing them through supervision.

4) Commitment to wearing POPS uniforms

5) To work weekends and travel as required. 

6) To agree to POPS carrying out an enhanced CRB check.


	Essential

Essential

Essential

Essential

Essential

Essential



	PERSONAL

QUALITIES
	1) Ability to promote a happy and welcoming environment for visitors to the Centre

2) Methodical and accurate

3) Works well with colleagues in a team, being adaptable, recognising                                   the need for change.


	Essential

Essential

Essential




