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Job Description 
	A  Post Details

	Job Title: Occurrence Management Unit (OMU) Team Manager
	Grade: B002

	Department:  Contact Management and Transactional Services
	Division: A

	Reports to:  Transactions Service Delivery Manager
	Contract Type: Permanent

	Level of Vetting: Baseline
	Numbers in Post: 2

	B  Purpose of the Post

	
As a Dedicated Decision Maker (DDM) you are responsible for acting as the Subject matter expert (SME) for the force in regard to Occurrence Management and you will be responsible for reviewing and authorising or declining any requests for reclassification or cancellation of Crime in BTP.  

To develop a centre of excellence in relation to occurrence management ensuring all data held on Niche and PNC in relation to Crime related occurrences is accurate and in line with the relevant polices and to provide oversight of assurance in relation to Non-Crime Occurrences.  

To provide visible supervision and guidance to the Occurrence Management Unit (OMU) Operatives, ensuring all relevant legislative, procedures and policies are adhered to.


	C  Dimensions of the Post


	
Financial – Direct or Non-Direct
None

Staff Responsibilities – Direct or Non-Direct
17 x OMU Operatives

Any Other Statistical Data
18/19
· 5070 Crimes cancelled
· 4888 Crimes re-classified
· 10,437 Crimes finalised


	D  Principal Accountabilities
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· As a Dedicated Decision Maker (DDM) you will be required to review, analyses force crime data and make decisions on any requests received for a re-classification or cancellation of crime for BTP.
· Provide first point of contact for the escalation process in arbitrating any disputes including reclassification or cancellation decision making. 
· Working with the FCIR and Force Audit team to ensure any changes in National Crime Recording Standards (NCRS) and Home Office Counting Rules (HOCR) are applied to working practices, including negotiating with the Niche team on any Niche changes and applying any changes to processes following audits from the force audit team. 
· As the SME you will be responsible for crime recording standards in BTP and this will involve influencing behaviours for both FCC and officers of rank Inspector and above.  This will include training, attending divisional meetings and providing direct feedback via the Change and Development Team within Contact Management, for lessons learned as and when issues identified through crime evaluation or force audits.     
· Quality assure decisions made by OMU operatives through regular dip sampling of both adherence to the HOCRS and NCRS.   
· Oversee the transfer of crimes from Home Office Forces to achieve smooth transactions and quick resolution of discrepancies.
· Assist in the identification and development of key strategic performance issues and opportunities that will impact on Occurrence Management including the development of Key Performance Indicators for the unit.  
· Through research on Knowledge Hub, Polka and other platforms you will be responsible for collating best practice from across Home Office forces in order to ensure the OMU is up to date with legislation and crime recording standards.  
· Ensure any changes to legislation or crime recording standards are reflected in the relevant policies and procedures.    
· Required to attend internal and external Crime related meetings to ensure the OMU are represented and any actions for change or improvement are implemented.
· Management of workload allocation ensuring all tasks workflowed to OMU, including External Arrest Records (EAR), Custody Arrest Records (CAR), standalone disposals and finalisation requests, are actioned, taking into account current workloads.  Develop and maintain a customer service focus within the OMU to ensure officers are always able to obtain appropriate and timely advice.  
· Provide motivation, leadership and direction to the team, utilising effective team management including, but not limited to the PDR Process, Sickness Absence and Unsatisfactory Performance.


	E  Decision Making


	Make decisions
Any requests for a Re-Classification or Cancellation of Crime.
Review and respond to escalation requests.
Negotiation with Senior Officers of Inspector level and above in other Home Office forces on the reallocation of Crime to and from BTP.

Significant say in decisions
Identify and make recommendations in relation to improvements within the team.


	F  Contact with Others 


	Internal
Force Crime Registrar
Force Audit Team 
Officers of all ranks
Varying ranks in Justice and Public Contact

External
Local authorities, Home Office Police forces, PNC National Helpdesk


	G  Essential Criteria 


	


	Qualifications and Training: 


	
· Qualified as Dedicated Decision Maker.
· Criminal Justice, Policing or Law degree, recognised legal qualification or substantial evidence of leadership and management experience within a policing environment.


	Experience:


	
· Proven experience in Crime Management environment at an advisory level.
· Quality assurance and advanced proof reading.
· Proven managerial and organisational skills demonstrated by the ability to plan and co-ordinate complex workloads for teams of staff within demanding deadlines.


	Skills:


	
· Experience in stakeholder management including negotiating and influencing.
· Advanced written and verbal communication skills, able to communicate effectively and convey integrity.
· Able to analyse, interpret and comment on internal and external reports and data.
· Excellent communication skills, both written and verbal.


	Knowledge:
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· Working knowledge of National Crime Recording Standards, Home Office Counting Rules and Victim Codes of Practice.
· Extensive knowledge of the Criminal Justice System.
· Knowledge of performance management and KPIs.



	Desirable criteria: 
  

	Qualifications and Training:
PNC enquiry and offence processing.

Knowledge:
Knowledge of Data Protection and Freedom of Information legislative requirements, Government Protective Marking Scheme.
Knowledge of Management of Police Information (MOPI).


	H  Additional Information
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There is a reputational and financial risk to the force if Crime data is inaccurate therefore decision-making and rationale around requests received for reclassification and cancellation of Crime is of the utmost importance.
This post will involve weekend working. 


	For Panel to complete only:
Line Manager Approval: (this is only signed off when the line manager has approved the final version)
Panel Approval: (this will only be signed off once the job has gone through the Job Evaluation Panel)
Date:Click or tap to enter a date.


Email the Job Evaluation submission form together with supporting documentation (organisational charts, job descriptions) to People & Culture Policy & Reward inbox
You will be advised of a panel date following receipt of the submission
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