
VPD System Administrator
Role type  Police Staff

Contract duration  Permanent

Contract type  Full Time

Number of posts  1

Divison  N DIVISION – HIGHLAND AND ISLANDS

Department  PPU

Section  Risk and Concern Hub

Location  Inverness DHQ

Grade  3

Salary  £26,396

 Please note, if this is a paid role and the role is part time then the salary quoted will be
pro rata based on the hours worked per annum.

Hours per week  35

Competency and value framework (CVF) level  1

Closing date  25/07/2022, 12:00

Job advert  To assure the performance management, co-ordination and administration of the
Vulnerable Persons Database (VPD), and the information held thereon, with
professional reference to the Force VPD Registrar.

To produce performance management reports and data in relation to VPD and to Quality
Assure VPD submissions and Concern Hub processing. To maintain and develop
standard and bespoke reporting of data held on the interim Vulnerable Persons
Database.

To provide training, guidance and support to Police Officers and Staff on the use of the
database. To use a variety of information management systems to provide responses to
all issues, queries and requests from within the specialist Business Area and throughout
the Organisation.

You will be educated to Higher level or equivalent OR where no formal qualifications
exist, have extended relevant administrative experience in a relevant environment.

You will have exceptional interpersonal skills with the ability to communicate at all levels
in a manner appropriate to the audience and the situation, as well as, exceptional
planning and organisation skills with the ability to work on own initiative and under
pressure.

You will also have good problem solving skills.

Please note: a driving licence is required for this position.

This full time post is permanent and is subject to standard Recruitment Vetting checks.

You will work 35 hours per week, Monday-Friday, 9am-5pm.

Full details regarding this vacancy can be found in the attached Role Profile.

Applicants must be a British citizen, a member of the EU or other states in the EEA, a
Commonwealth citizen or a foreign national free of restrictions.

You should also have been resident in the UK for a minimum of three years immediately
prior to application.

Role profile  Role Profile.pdf – 222KB  (https://policescotland-spacareers.tal.net/vx/lang-en-
GB/mobile-0/appcentre-13/brand-3/xf-
d0fdf06f4244/candidate/download_file_opp/1077/56782/1/0/ef8e1979fa03101df3930db3889514b0



CVF guidance  Competency Values Framework PS.pdf – 216KB  (https://policescotland-
spacareers.tal.net/vx/lang-en-GB/mobile-0/appcentre-13/brand-3/xf-
d0fdf06f4244/candidate/download_file_opp/1077/213780/1/0/ce0ee986bc15ec557e0d1cae4428e2



 You should  have been resident in the UK for a minimum of three years immediately
prior to application for this role.

 Why work for Police Scotland and the Scottish Police Authority? 
 
Police Scotland is responsible for policing a large diverse, multi-cultural population.  
 
If you are looking for a fresh challenge which offers a genuine opportunity to make a
real difference to people’s lives, variety and the chance to broaden your experience,
then Police Scotland is for you.

The Scottish Police Authority has a supportive role in maintaining and improving the
police service. It is also responsible for the management and delivery of Forensic
Services in Scotland.

The Authority aims to increase public trust and confidence in the policing of Scotland in
the way it carries out its functions and through the quality of its governance
arrangements.

Equality, diversity and inclusion

Police Scotland and the Scottish Police Authority are committed to equality, diversity
and inclusion

https://policescotland-spacareers.tal.net/vx/lang-en-GB/mobile-0/appcentre-13/brand-3/xf-d0fdf06f4244/candidate/download_file_opp/1077/56782/1/0/ef8e1979fa03101df3930db3889514b038b243d7
https://policescotland-spacareers.tal.net/vx/lang-en-GB/mobile-0/appcentre-13/brand-3/xf-d0fdf06f4244/candidate/download_file_opp/1077/213780/1/0/ce0ee986bc15ec557e0d1cae4428e25402355f9a


This vacancy is closed to applications.

We are working hard to increase diversity and inclusion,  where communities are under-
represented, including those from Black and Minority Ethnic (BME) communities, people
of all ages, abilities, faiths, religions and gender, LGBT communities and those from
other disadvantaged or marginalised backgrounds, who share our values and wish to
make a difference to the communities we serve. 
 
All applications will be treated on merit, based on the evidence provided in your
application and suitability for the role you have applied for.

Police Scotland and The Scottish Police Authority are committed to promoting a diverse
workforce and to achieving and promoting an organisational culture where staff and
officers are treated with dignity, fairness and respect.

Flexible working 
 
Flexible working arrangements can be considered in line with current policy, as well as
both personal and organisational needs.   

Benefits

You can expect a rewarding and varied career with Police Scotland and the Scottish
Police Authority. We offer competitive salaries, annual salary increments and a wide
range of employee benefits. For more details click here
(https://www.scotland.police.uk/recruitment/police-staff/). 
(https://www.scotland.police.uk/recruitment/police-staff/)

Recruitment and Selection Policy 

Internal applicants who are at risk of redundancy or in need of redeployment and pass
the selection process, will be given primacy over the remaining internal and external
applicants. 
 
Vetting  
 
We are committed to safeguarding and operate safer recruitment processes, to ensure
a police service that employees are proud to work for because they feel safe, valued
and part of a happy and supportive work environment. All employees and volunteers
therefore will be subject to background checks including vetting and references.

 Please note, you will require the following detail to complete this application form; NI
Number, ID detail, address information, referee information, full employment history
including dates and any qualifications you may have attained. The application system
only remains active on a single page for a period of 60 minutes. Please therefore ensure
you allow time to complete this fully as part complete pages will not be saved. You can
move on from each page to automatically save progress without submitting the
application and then return or you may wish to save a draft and cut and paste the
information in. 

https://www.scotland.police.uk/recruitment/police-staff/
https://www.scotland.police.uk/recruitment/police-staff/

