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JOB DESCRIPTION 

[bookmark: _Hlk10447418]




The Parole Board is an independent court-like body that is responsible for carrying out risk assessments on prisoners to determine whether they can be safely released into the community. We do that with great care and public protection is our top priority.  

The Parole Board is an executive non-departmental public body, sponsored by the Ministry of Justice.  Staff who work for the Parole Board Secretariat are Public Servants and not Civil Servants. 

We are recruiting for 3 Higher Executive Team Leader roles. Candidates will be asked to provide their preference of role at point of interview and this will be taken in to consideration when roles are allocated to successful candidates.

	Job Title
	HEO – Team Leader: Listings, End to End Case Management and IPP Taskforce

	Department
	Operations 
	Team
	· End to End  Case Management 
· Listings
· IPP Taskforce

	Job Grade
	Grade HEO 
(Higher Executive Officer)
	Number of Posts
	1

	Reports to
	Senior Operations manager 

	Job Purpose
	
An exciting opportunity has arisen in the Operations Hub at the Parole Board for various HEO Team Leader roles. These roles will be within Regional Case Management, IPP Taskforce and Listings:
End to End Case Management Team Leader:

As HEO team leader for the End-to-End Case Management team, the post holder is responsible for ensuring the timely and efficient progression of parole reviews in line with business KPIs. Working closely with other HEO team leaders across the Operations directorate, the post holder will need to be an advocate for change as you will play a key role in the implementation of the operating model and provide continuous improvement to ensure the effectiveness and compliance of case management processes.

The HEO End to End Case management team leader role carries responsibility for operational delivery and performance, including the preparation and planning of Paper hearing (Member Case Assessment – MCA) and Oral hearings (OH), oversight of the case management team, and delivery of auxiliary operational functions.
This includes driving and embedding delegated authority under Rule 4; supporting case managers to provide enhanced case management support to members

Listings Team Leader

The Listings Team Leader is responsible for overseeing the listing and scheduling of prisoner’s reviews in line with the Listings Prioritisation Framework, helping ensure a timely and effective review for prisoners who are eligible for Parole. 

The post holder works closely with the Workload Allocation Team to ensure fair and equitable distribution of work to Parole Board Members. The post holder will be instrumental in the development of any workload allocation tools or processes going forwards.
 
The post holder applies strong knowledge of relevant policies and procedures to lead high-quality delivery, using data and insight to inform decision-making. They build effective relationships with Parole Board members, staff, and stakeholders, manage risks and change proactively, and work closely with the Senior Operations manager, internal and external stakeholders to drive continuous improvement in operational performance. The post holder will also collaborate with the Capability team to list cases in a way that supports the training and development of Parole Board members.

IPP Taskforce Team Leader

As HEO team leader for the IPP taskforce, the post holder is responsible for ensuring the timely and efficient progression of parole reviews in line with business KPIs. Working closely with other HEO team leaders across the Operations directorate, the post holder will need to be an advocate for change as you will play a key role in the implementation of the operating model and provide continuous improvement to ensure the effectiveness and compliance of case management processes.

The IPP Taskforce was established to closely monitor and progress IPP/DPP cases following changes introduced by the Victims and Prisoners Act 2024. It is piloting the Board’s Operating Model to test different case management approaches, strengthen stakeholder engagement, and enhance collaboration with Parole Board members. The Taskforce consists of two operational case management teams delivering end-to-end management of IPP cases from MCA through to Oral Hearing. Each case manager is assigned a specific IPP cohort and is responsible for MCAs, Oral Hearings, and IPP licence termination applications. The Taskforce provides enhanced case management to progress IPP recalls, subsequent reviews of recalls, and never released IPP cases from initial referral, actively managing complex matters to reduce adjournments and deferrals and improve parole timeliness.
With the expansion of delegated authority under Rule 4 of the Parole Board Rules, the Taskforce will act as an early adopter—role modelling how delegated decision-making can operate before wider implementation across Operations casework teams



	Scope of Responsibilities: 
	The post holder is responsible for delivering the efficient, high-quality case management in line with the Parole Board’s strategic objectives.

· Line management responsibility for a medium-large sized team; including HR related matters, performance management, absence management and recognising and driving talent.
· Ensure team provide effective secretariat support for MCA and Oral hearings, ensuring KPIs are met.
· Continued support for the integration of Member Case Assessment and Oral Hearing processes to strengthen end-to-end delivery and operational efficiency.
· Monitor staff performance, monitor data, and implement improvements to maintain consistency and compliance; and cost-effectiveness.
· Ensure that the escalations for outstanding directions are actioned promptly and to ensure that the case managers are utilising the escalation process in line with guidance.
· Undertake Quality Assurance (QA) case management dip sampling for all case managers.
· Conduct one-to-one meetings with case managers to discuss well-being and performance using the structured ‘one-to-one' template: Well-being checks, HR-related matters, KPIs, Performance, QA checks and feedback.
· Build and maintain strong relationships with Parole Board members, staff, and stakeholders.
· Support staff onboarding, staff training, and development, and lead team through operational change.
· Prepare and represent case work at operational forums and ensure adherence to policies and guidance.
· Collaborate with Operational team leaders, Senior Operations managers and Capability team to ensure case management guidance processes are reviewed and updated accordingly.
· Provide cover for Senior Operations manager and peer team leaders. 
· Actively and positively assisting with new projects and changes to processes. 


	
Primary Deliverables
	· To ensure team work efficiently in assisting the parole process and providing support to our decision makers. 
· Provide leadership and direction to team through clear objectives and how these should be achieved.
· Consistent QA of team's case work, with regularly feedback to the Senior Operations managers during one-to-one meetings.
· Review cases to ensure that they progress as they should.
· Manage outstanding directions required for the progression of prisoner’s cases; this involves liaising with relevant stakeholders to obtain these, then escalating to your Senior Operations Manager as needed. 
· Drive performance through assisting those that need support but also identifying those members of staff with potential and seek to develop them.

	Person Specification
	· Demonstrate strong collaborative skills, working effectively with colleagues to deliver the new operating model.
· Able to provide confident, informed support to case managers, enabling them to undertake enhanced case management through delegated authority and ensuring equitable distribution of workload across the team.
· To make complex, informed, and justified case management decisions under delegated authority, applying sound judgement to support high‑quality casework.
· Show a clear understanding of organisational priorities, maintaining awareness of Parole Board business activities and aligning their team’s work to meet the objectives set out in the Business Plan.
· Build and sustain positive professional relationships with Parole Board members, ensuring they feel supported to deliver rigorous, fair, and timely risk assessments.
· Possess strong performance‑management capability, with the ability to monitor, interpret, and review key performance indicators related to the timeliness and effectiveness of Parole Board reviews, and to lead teams to consistently meet performance expectations.
· Work effectively across Operations directorate, contributing to business change initiatives and promoting improvements in operational performance and efficiency.
· Engage confidently with internal and external stakeholders, fostering productive relationships that support improved performance and collaborative working.
· Able to represent the team professionally, contributing thoughtfully and proactively to relevant forums and ensuring the team’s interests and insights are articulated clearly.

	Essential
	· Experience managing high caseloads and experience working in evolving teams in an operational setting.
· Demonstratable ability to provide clear direction and delivering change aligned with business priorities.
· Exercises resilience and remain focused and positive under complexity and uncertainty.
· Ability to follow and apply processes, policies, and guidelines.
· Confidence in supporting others through change.
· Experience in communicating with internal and external colleagues at all levels.
· Active team player, and ability to work independently on own initiative. 
· Ability to make complex and well-informed, effective decisions.
· Proven experience of following processes and applying policies, and guidance. 
· Confident in using IT systems (Excel, Teams, Word, PowerPoint) to analyse and report data and trends.
· Resilient, able to remain focused and positive under complexity and uncertainty.
· Competent in conducting challenging conversations professionally, following protocols and escalation processes.

	Desirable
	· [bookmark: _Hlk126070801]Knowledge and understanding of the Parole Process
· Proficient knowledge of PPUD (Public Protection Unit Database)
· Experience in managing and leading a team 
· Experienced in change management or continuous improvement



Main Duties:

Team Management

· Manage the teams’ performance and delivery, ensuring that effective secretariat support is provided to Parole Board members, whilst maintaining the prisoner’s right to a fair and timely hearing.
· Continued support for the integration of Member Case Assessment and Oral Hearing processes to strengthen end-to-end delivery and operational efficiency.
· Ensure the team provides effective secretariat support for MCA and Oral hearings, ensuring KPIs are met.
· To ensure team are working in line with business plan targets.
· To take a proactive and positive approach to changes brought about by legislative or organisational change.
· Ensure team is regularly kept abreast of key updates and developments.
· Lead and develop operational team, including supporting with onboarding and training.
· Coach, and mentor staff, ensuring consistent capability development and effective succession planning across own team.
· Ensure that the excellence and achievements of staff are recognised and accurately reflected at timely performance monitoring reviews.
· To confidently manage any attendance and performance issues in a timely manner, in line with Parole Board policies and procedures.
· Conduct challenging conversations professionally with staff and members, ensuring adherence to operational protocol consulting line manager where necessary.
· To ensure that the case managers are utilising the escalation process in line with guidance and where outstanding directions are escalated to the team leader, these are actioned promptly – escalating to Senior Operations manager as needed.
· To provide support and guidance to case managers on undertaking enhanced case management through delegated authority and ensuring equitable distribution of workload across the team.



Operational Delivery
· Drive the integration of Member Case Assessment and Oral Hearing processes to strengthen end-to-end delivery and operational efficiency.
· Work closely with other team managers to ensure the Operations Hub is working cohesively and cover is provided, as required.
· Ensure that all matters escalated to the team leader are dealt with promptly using a solution-focused approach.
· Complaints and feedback relating to team to be addressed and escalated to Senior Operations manager where appropriate.
· Take a positive approach to change as required by business need and lead your team through any proposed changes. 
· Conduct one-to-one meetings with case managers to discuss well-being and performance using the structured ‘one-to-one' template: Well-being checks, HR-related matters, KPIs, Performance, QA checks and feedback.
· Staff performance outcomes to be aligned to Performance Monitoring reviews.
· Undertake responsibilities in line with current legislation and Parole Board policies.    
· Proactively monitor and progress the extended-duration cases (Aged cases) acting as a key report to your Senior Operations manager.
· Provide operational support to senior managers as required.
· To make complex, informed, and justified case management decisions under delegated authority, applying sound judgement to support high‑quality casework
· Explore opportunities to use artificial intelligence (AI) and other technologies to complete simple administrative tasks, supporting effective workload management.
Stakeholder Management
· Develop positive relationships with Parole Board members ensuring they are supported to make effective risk assessments that are rigorous, fair, and timely.
· [bookmark: _Int_wXs6j2Rg]Develop positive relationships with stakeholders including Public Protection Case work Section (PPCS) and others, to ensure that they understand the shared goal of delivering effective parole reviews.
· Attend and contribute to any internal and external stakeholder meetings where appropriate.
· Collaborate with team leaders and Senior managers across the Operations directorate to ensure an aligned approach to promote and increase knowledge and understanding.
· Provide feedback and meeting notes for any projects where the team leader is the single point of contact or representative for the Operations Hub.
· Represent team interests as required and appropriate e.g., at meetings in an operational forums and meeting.
Personal 
· To complete all Mandatory Civil Service-Learning courses and look to develop yourself utilising other learning resources available.
· Respond to all emails and telephone enquiries promptly and professionally, providing knowledge and advice where required.
· To provide cover for the line manager, including attending any required meetings in the absence of the line manager.
· Ad hoc duties as directed by line manager or senior leaders, where necessary.
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