
	
	
	

	

	Role Profile

	Role  
	Forensic Unit volunteer

	Location of role
	Appropriate location of station

	General description of opportunity
	To provide the staff of the Forensic Team with general ad hoc support to office administration and any research project needs

Assist in the creation or update internal databases for the collection and sharing of information on volunteer’s own Aware account

Answering phones, taking simple messages and directing them as appropriate

Assist the Forensic Team in maintaining packaging and equipment stores, storing products in cupboards etc.

Assist staff in checking fleet for depleted equipment stocks guided by borough fleet plan.

Booking appointments with public and maintaining diary for CRB fingerprinting requirements

Assisting with updating staff diaries/staff rotas maintained

	What outcome is anticipated?
	To improve information dissemination and support unit in delivering a better level of service. Increased satisfaction from the community in regard to a more effective Police service. 

	Skills required, eg :

Good interpersonal skills

Office administrative experience, filing, photocopying

Good telephone manner

Basic IT literacy (Word, Excel, Outlook)
	Sound oral and written communication skills.

General admin experience and the ability to work as part of the team, or alone.

Moderate IT skills – (access to Aware required)

A willingness to be flexible, perform varied tasks, be open minded and able to perform on an independent basis.

Creative, enthusiastic and interested in a challenging and rewarding volunteer position

Able to deal with sensitive and confidential information in an appropriate manner

Motivated and a sense of humour is a plus!

	MPS Training required to undertake this role
	MVP and local Induction. Health & Safety. Manual Handling

AWARE Training. Diversity. Appropriate unit specific training and unit induction

	Person to Supervise Volunteer for Contact with Unit Queries

	Name:  
	     
	Contact Number:  
	     

	

	PLEASE DO NOT HESITATE TO CONTACT YOUR BOROUGH MVP MANAGER IF YOU HAVE ANY REASON TO DO SO

	Telephone Number:  
	     
	Email:  
	     

	



