
About the Department
The Ministry of Justice (MoJ) is one of the largest government departments, employing around 70,000 people (including those in the Probation Service), with a budget of approximately £9 billion. Each year, millions of people use our services across the UK - including at 500 courts and tribunals, and 133 prisons in England and Wales.
What we do
We work to protect the public and reduce reoffending, and to provide a more effective, transparent and responsive criminal justice system for victims and the public. We are also responsible for the following parts of the justice system:
· courts

· prisons

· probation services

· attendance centres
We also work in partnership with other government departments and agencies to reform the criminal justice system, to serve the public and support the victims of crime. We are also responsible for making new laws, strengthening democracy, and safeguarding human rights.
JOB PROFILE

Job Title / Group / Directorate
MoJ Records Review Officer/Departmental Library and Records Management Services/Policy, Communications & Analysis Group
Reports To

Head of Records Review

Location & Terms of appointment
This is a permanent post based in the Department’s headquarters building: 102 Petty France, London.

Salary and Grade
This post is Band D (Executive Officer equivalent).
New entrants to the Civil Service will be expected to join on the minimum of the pay range.  

Existing Civil Servants will have their salary calculated in accordance with the Department’s pay on transfer/pay on promotion rules. 
Background
This post sits in the Departmental Library and Records Management Service (DLRMS) which is part of the Communication and Information Directorate (CID), which in turn is part of the recently formed Policy, Communications & Analysis Group.
DLRMS is led by the Departmental Records Officer (DRO) who manages 20 staff in three teams and is part of the Information Services Division and is responsible for the management of all MoJ’s records. The Review Team within DLRMS manages the disposition of all MoJ’s historical records both court and policy. It is made up of two units – Policy Records and Court Records.
All MOJ records retained by business areas/courts have to be reviewed when approximately 20 years old to determine whether they should be opened to the public and permanently preserved at The National Archives (TNA) and so form part of our national historical record or whether they should be destroyed. Though much younger, digital records in Just Store (the MOJ’s electronic document storage system) are also being reviewed to determine historical importance.
Review work includes complying with TNA’s Operational Selection Policies and researching which records merit selection for permanent preservation and transfer to TNA. Files chosen for transfer are reviewed in detail to ensure that sensitive information is closed in accordance with the provisions of the FOIA and DPA. Some records may include distressing information, documentation or photographs and the successful applicant will need to be able to view these in a professional manner and carry out the duties necessary to process that data appropriately. There is also a manual handling aspect to the role.
Main Activities / Responsibilities 
Duties may include: 

·  To carry out the selection process of MoJ records (incl. paper and digital records) for permanent preservation and transfer to TNA in compliance with TNA guidelines and Operational Selection Policies and by using appropriate research tools.  

· To provide detailed reasoning to TNA for the decision reached on the required disposal action. 

· To carry out sensitivity reviews on selected records to ensure sensitive data is closed in accordance with Freedom of Information and Data Protection legislation.

· To process/prepare records selected for permanent preservation in compliance with TNA regulations and guidance

· To maintain/update the record of the disposal decisions taken etc in the Department’s EDRM system [Just Store].

· To promote records management practices and procedures.
· Carry out searches and reviews for any Statutory Inquiries. 
· To investigate, process and answer telephone/written enquiries in accordance with agreed office standards and timescales.

· To assist DRO/Head of Records Review with any ad hoc duties as required.  

Person Specification
Essential Skills:

· Be a team player

· Will thrive on developing solutions and adapting services as the organisation’s priorities evolve

· Take pride in providing a high-quality service to a diverse and demanding group of customers 

· Enjoy working on a diverse range of subjects as ministerial priorities change

· Have a keen eye for detail and delivering high quality work at pace.
Desirable Skills:
· Experience in Records Management 
Civil Service Competences

1. Making Effective Decisions 
· Explain clearly verbally and in writing how a decision has been reached
	· Speak with the relevant people to obtain the most accurate information and get advice when unsure of how to proceed 
· Examine complex information and obtain further information to make accurate decisions 
· Demonstrate accountability and make unbiased decisions


2. Managing a Quality Service 
· Work with team to set priorities, create clear plans and manage all work to meet the needs of the customer and the business
· Promote adherence to relevant policies, procedures, regulations and legislation including security, equality and diversity and health and safety
· Keep stakeholders updated and informed.
3. Changing and Improving 
· Find ways to improve systems and structures to deliver with more streamlined resources. 

· Regularly review procedures or systems with teams to identify improvements and simplify processes and decision making. 

· Be prepared to take managed risks, ensuring these are planned and their impact assessed. 
4. Delivering at Pace
· Show a positive approach in keeping their own and the team’s efforts focussed on the goals that really matter 

· Take responsibility for delivering expected outcomes on time and to standard, yet allowing teams space and authority to deliver objectives 

· Plan ahead but reassess workloads and priorities if situations change or people are facing conflicting demands 
· provides advice to stakeholders, such as The National Archives e.g. responds to queries in a timely manner.
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