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Part 1: JOB DESCRIPTION
JOB TITLE: 
Project Support Officer – Prisons 
DEPARTMENT: 
Strategic Partnerships
TEAM: 

           Prisons & Justice                             

LOCATION: 
Samaritans Central Office, Ewell 



1. POSITION IN ORGANISATION
· Reports into: Postvention Project Manager, with a dotted line to the Prison Support Manager
· Line Manages: This role doesn’t have line management responsibility
· Contacts which the post holder has within the organisation: prisons, volunteering, training, and operations teams, prison and branch volunteers, Listeners (prisoners who are Samaritans volunteers) 

· Contacts which the post holder has outside Samaritans: prison service staff, other suicide prevention and criminal justice organisations


2. MAIN PURPOSE OF JOB
· To support the development and delivery of interventions following a death by suicide in a prison.
· To support the operational delivery of Listener schemes in prisons. 
· To support specific projects relating to the development and improvement of the Listener scheme and other Samaritans services in prison. 

3. KEY RESPONSIBILITIES

To support interventions following a death by suicide in a prison 

Working with the Postvention Project Manager and other team members:

· To support the development and delivery of resources for Samaritans volunteers and prison staff at various levels, to build their capacity to offer support after a death by suicide.
· To offer first-line advice and guidance to prison staff and Samaritans volunteers on process and procedures in prisons in England after an attempted or suspected suicide. 
· To maintain monitoring and management data of project activity.
· To share best practice from Samaritans volunteers providing support after a suicide in other settings in order. 
 Listener scheme support and service delivery in prisons
Working with the Prison Support Manager and other team members:
· Provide first line advice and support to the Regional Prison Support Officers and other volunteers on Samaritans’ Listener scheme and work in prisons

· Proactively intervene with situations affecting the delivery of the Listener scheme, including issues which may indicate non-adherence to best practice, suggesting appropriate action and remedy.
· Work with the Prison Support Manager and Functional Lead to review and develop new guidance and procedures and maintain the Guide to the Listener Scheme.
· Provide first-line support to prisons and volunteers in the implementation of new projects, including on a new pilot project which will allow people in prison to email Samaritans for emotional support. 

Communications and general project support 
· Write and support the distribution communications for both internal and external audiences, including on Samaritans’ intranet and website.
· Prepare project documentation, updates and reports and take meeting notes as necessary.
· Organise and manage electronic and paper filing systems for prison support work. Ensure all relevant documentation is kept up to date, cross-referenced and distributed when necessary.
· Provide administrative support to other members of the Prison Support team, as necessary. 
General Duties of a Samaritans’ Staff Member 
· Contribute to the effective and efficient running of the Central Office as appropriate.

· Participate, as appropriate, in staff forums and meetings.

· Adhere to Samaritans’ policies and procedures.

· Represent the Central Office appropriately across the organisation and Samaritans to the wider community as appropriate.

· Treat all colleagues, volunteers and members of the public with dignity and work within and adhere to Samaritans’ equal opportunities statement and policies.

· Carry out reasonable requests made that are within the broad remit of the role
Part 2: PERSON SPECIFICATION

4. SKILLS, KNOWLEDGE AND EXPERIENCE
Essential

· Excellent written and verbal communication skills.

· Excellent organisational and time management skills; ability to prioritise tasks and competing timeframes.

· Skilled at building effective working relationships with staff, volunteers and key stakeholders 

· Experience of delivering specific projects.

· Experience of supporting meetings and preparing papers and reports to a high standard. 
· Good presentation skills and ability to deliver presentations to a range of audiences.

· Good level of IT competency, including Microsoft Word, Excel and PowerPoint. 

· High level of attention to detail

Desirable

· Experience of working with frontline staff in a prison context or in another environment

· Experience of working with volunteers.
· Knowledge of suicide prevention, particularly in the prison context

· Experience of working within the criminal justice sector.

5. QUALIFICATIONS


· Educated to degree level or equivalent is preferable but equivalent experience will be considered.

6. PERSONAL ATTRIBUTES 
· Emotionally Resilient to sensitive information.

· A positive attitude to change and demonstrable ability to problem solve in a creative and positive way.

· Commitment to the aims of Samaritans and the ability to appreciate and work within Samaritans volunteer-led environment.

· Is willing and able to travel and attend weekend meetings (UK & Ireland, around 4 per year) and participate in some out of hours’ work 

· The ability to travel to prisons occasionally to provide support outside normal office hours including evenings and weekends, sometimes at short notice (desirable).  

· Willingness to carry a 24-hour emergency phone to respond to establishments need for first-line advice and guidance after a suicide (desirable).

Signed by employee:________________________
Date: ​​​​​​​​​​​_______________________

LAST UPDATED:
March 2019
This job description is a statement of requirements at the time of writing and is not contractual. It should not be seen as precluding future changes after appointment to this role.

