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VOLUNTEERS




Volunteer Role Profile

A Crime Management Unit (CMU) sits within the Borough’s Crime portfolio. Their functions fall within the following:

· Initial supervision of crime reports

· Deciding which crimes will be further investigated

· Liaising with outside agencies (e.g. Victim Support and CICA) on behalf of victims

· Acting as a contact point for victims of crime

· Ensuring that investigations are being processed within set time frames.

Title:



Admin Volunteer - Crime Management Unit (CMU) 
Responsible to:

Crime Management Unit Manager and 

Met Volunteer Programme (MVP) Volunteer  Co-ordinator

Overall purpose:

To enhance and add value to the tasks undertaken by 

Metropolitan Police Service (MPS).

Expected

Outcomes:
Improving customer care and service delivery will increase victim care and thereby encourage trust and confidence in the MPS. 

Hours required:
It would be appreciated if the volunteer can commit to a regular three/four hourly session on a weekly basis, to be agreed between the volunteer, MVP Volunteer Co-ordinator and the Unit Manager.  Time given must not exceed 40 hours per month (to include time given to supervision, site visits and training events)

Please always feel free to contact your Volunteer Co-ordinator (name           ), if you have any reason to do so.

Telephone Number:


Email:


Mobile:
Main Responsibilities:

The following are the tasks that a volunteer may be requested to undertake for a Crime Management Unit (CMU).  It will be at the discretion of the CMU Manager which particular tasks will be required for each session of volunteering.

· Clearing answerphone and write messages in message book – informing intended recipient

· Stolen vehicles - contact TRACE to check whereabouts of vehicle and update member of public.

· Creation of external reference directory – maintaining and updating same for CMU staff team with details of professional bodies, national agencies and relevant government groups.

· Assisting with unit’s stationery activity (placing letters and brochures in envelopes), keeping leaflet racks maintained and ensuring that fax and photocopying machines are well stocked with paper.

Skills and Knowledge:

· Confident communication skills including a professional telephone manner

· Some experience in office administrative/organisational procedures

· Computer awareness

· Positive and welcoming interpersonal skills

Attitude and Personal qualities:

· Ability to deal with sensitive and confidential information in an appropriate manner

· Able to give time alone or as part of a team

· Being courteous to all with respect for diversity

· Willingness to learn about police procedures and wider partnership services

Mandatory training to be undertaken before giving time

· MVP Corporate Induction programme to include modules on:
Conflict Management
Manual Handling
Health & Safety
Diversity

· Unit Specific Training
· Operation Emerald training module
· Dealing with vulnerable and intimidated witnesses

· The role of Operation Emerald within the Criminal Justice process

· Telephone techniques

· Victim Support and the Witness Service

· The Code of Practice for Victims of Crime

A volunteer will never:

-
Under any circumstances, reveal personal details of a witness to a third party unless authorised to do so by the CMU Manager

-
Discuss the evidence of the case or give an opinion as to the likely outcome at court

If you have any doubts or worries you are encouraged to discuss these with the Volunteer Co-ordinator or the Unit Manager at the end of each session rather than go away with doubts or worries unresolved. Thank you for giving your time to the MPS.
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