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Job Description 
	A  Post Details

	Job Title: PNCB & CTO Team Manager
	Grade: B001

	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

	
Manage, lead and motivate staff of the Police National Computer Bureau (PNCB) and Central Ticket Office (CTO) to ensure that the day-to-day workload priorities are achieved and that work procedures are followed and applied to the agreed standards. Manage and Supervise the Police National Computer to ensure that the force utilises the system and complies with legislative frameworks and national policy.

The post holder is required to ensure that the PNCB is compliant in line with the governing rules for PNC, Warrants, Community Resolutions and Conditional Cautions, Fixed Penalty Notices (FPNs), Criminal Injuries Compensation Authority (CICA), Ofcom FPNs, Management of Police Information (MOPI), Data Protection (DPA) and. To ensure compliance, regular and comprehensive audits will be executed.  


	C  Dimensions of the Post


	
Financial – Direct or Non-Direct
Non-direct – staff costs; best cost implementation

Staff Responsibilities – Direct or Non-Direct
Direct – 12 x PNC & Records Officers, 3 x CTO Operatives

Any Other Statistical Data
B and C Division Data (2018/19)
Warrants and Wanted –2,500+
Impendings – 13,000+
Results – 7,500+
Adjournments 10,000
Bail Conditions – 3,000
PNC Transactions – 500,000
Warning Signals – 5,000+
Operational Information Markers – 12,500+
Offences on PentiP – 3,800



	D  Principal Accountabilities

	
· [bookmark: Text27]Manage PNC functions for the Force in relation to updates, enquiries as well as undertaking force audits to ensure the accurate and timely information owned by the Force is available nationally to all police forces for operational use. Managing permissions and access levels for all staff that have access to the system.
· Manage PNC impendings for the force, ensuring we are actively reviewing those impendings over 12 months as per HMIC guidelines.
· Managing the development and implementation of any system changes and enhancements to PNC while providing a single point of contact for any access requirements, problem solving and information requests.  
· Authorising signatory for requesting off-line searches to be carried out at PNC Hendon Data Centre, or DVLA, as and when required. As well as the authorising signatory for the PNC Broadcast system. 
· Manage warrant guidance regarding the weeding of warrants, including the ‘Getting Defendants to Court’ (GDC) guidance and BTP Warrant Standard Operating Procedure (SOP). Accurate maintenance and administration of Fail to Appear (FTA) at court warrants, as well as ensuring PNC is updated expeditiously as per target deadlines. To audit warrant markers PNC ensuring data is accurate on Niche and PNC. Failure to remove a wanted marker from PNC can lead to unlawful arrests resulting in financial and reputational implications to the Force.
· Single point of contact for PNC National Helpdesk, overseeing the completion of any requests or enquiries received.   
· Assist the force in ensuring staff and officers are trained to the required standards on PNC and provide the level of access required for each user.
· [bookmark: Text29]Provide online statistical data from PNC and collate CJ performance data on a monthly basis including, FPN’s from PentiP and other CJ systems used, filtering out unnecessary data and placing it into a viewable format for senior management to use as a performance tool and identify emerging trends.  Represent the Department and BTP as ‘senior DVLA officer’ to manage requests received from DVLA, including requests to seize driving licences and ensure that the force is updated on any changes relating to DVLA and its traffic regulations.  
· Responsible for the monitoring of Bichard 7 and Libra to ensure that ‘fail to appear’ warrants and those wanted for questioning and charging for the force are managed and up to date on both PNC and internal BTP systems, Monthly audits are completed and divisions have daily information available to them on those persons wanted by BTP.  
· Responsible for the management of FPNs, CICA, CCRC, and Ofcom FPNs through the PentiP system.  Act as administrator for PentiP, providing staff with access to the system and acting as single point of contact for the management of any queries, changes and training needed for the system.  
· Management and development of working procedures/systems to assist in achieving performance targets; using the knowledge of PNC Code of Practice and Manual of Guidance compliance strategy, the HMIC Inspections Protocols and any other key pertinent direction to ensure that the Force is PNC compliant.
· Ensure that PNC and Records Officer’s performance meets the benchmarked standard by way of monthly audits and daily dip-samples, ensuring performance measures are constantly assessed and monitored in compliance with MOPI, DPA, Force Policy and the governing rules for Niche, Control Works, PNC, warrants, FPN, CICA.  
· Responding to daily queries and requests both internal and external. Providing the expertise and knowledge to ensure that any queries from the PNC & Records Officers are resulted accurately on PNC and internal BTP systems.
· Motivate, lead and provide direction to the team to provide effective management, including but not limited to; the PDR process, sickness absence and return to work management, time management, maternity liaison, occupational health referrals, health and safety assessments and poor performance.


	E  Decision Making


	Make decisions
Trouble shooter for day-to-day general enquiries received internally or externally in relation to any aspects of PNC, PentiP and all processes within the PNCB, and CTO functions.
Assess staff skills and determine training needs to ensure that staff maintain a minimum benchmark standard.
Review daily workloads, placing and positioning resources to meet demand as and where required.

Significant say in decisions
As part of the Justice and Public Contact command, take part in decision making of the daily running of the PNC and CTO functions.  This could involve any potential changes to processes, systems, staff movement, rosters, and performance management.


	F  Contact with Others 


	
Internal
All levels of BTP including but not limited to; Justice and Public Contact personnel, Police Officers and Police staff of varying ranks in relation to PNC and CTO required standards.

External
DVLA, PNC National Helpdesk, PNC Hendon Data Centre, other police forces, Home Office Custody Suites, HMCTS, Train Operating Companies, Prison Service, Bichard 7, PNC national working group, Northgate and the Home Office in order to implement on going changes to the PentiP system.


	G  Essential Criteria 


	

	Qualifications and Training: 


	
· Educated to A-C standard/ 9-4 level in English and Maths GCSE and A level or have the equivalent work experience gained in a similar role.

· Completion of previous PNC management training or a demonstration of required skill set through equivalent experience.

· Trained in: PNC Enquiry and PNC Update (Offence Processing), Libra and Xhibit Court systems, Bichard 7, Niche and Controlworks. 

	Experience:


	
· Significant experience of working with the PNC system.
· Must have worked in a Criminal Justice Environment.
· Proven management experience.
· Must exercise initiative and discretion when performing duties as information may be sensitive.


	Skills:


	
· Time management and organisational skills, including multi-tasking.
· Proven reasoning and decision-making skills.
· Excellent communication skills both written and oral.
· Evidence of working within a performance driven organisation with knowledge of database management.


	Knowledge:


	
· Knowledge of PNC processes and national PNC operating rules.
· Detailed knowledge of MOPI.
· [bookmark: Text38]Knowledge and understanding of the Criminal Justice System and criminal law procedures and practices.
· Legislative frameworks: DPA, Computer Misuse Act, RTA, PACE, Human Rights Act, Criminal Justice Act and other law statutes relating to PNC.


	Desirable criteria: 
  

	
Qualifications and training
Accredited management training/qualification

Experience
Experience in managing small projects
Experience in strategic planning processes and project management expertise particularly the management of complex projects and writing business cases is desirable.  

Skills
Able to analyse and interpret data
Excellent computer skills and proficient in database systems (to include MS Office, Excel and Word)

Knowledge
Familiarity with Crime Recording Standards


	H  Additional Information


	
The role is primarily based in London, but travel will be expected. There is a reputation and financial risk to the organisation if PNC data is inaccurate therefore performance management is of the utmost importance.  

The most challenging aspect of this post is working under pressure to meet rigid deadlines having regard to the operational needs of the department, areas and operational officers.


	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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