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Job Description Template 
	Job Title 
 
	DTOA Support Co-ordinator

	Function  
 
	NE&C Community Services 

	Department/Team 
 
	Drug Test on Arrest  

	Reports to 
 
	DTOA Team Manager

	Direct Reports 
 
	n/a  

	Dimensions (budget, people span of control) 
	n/a  

	DBS Check Level 
Required 
	DBS & Police vetting NPPV level 2  

	Grade/Job Evaluation 
Level 
	Core - Coordination

	Salary Banding
	Individual Contributor C

	Created/Reviewed date 
	September 2026 


 
 
 
 
 
 
 
 
 
This Job Description is not definitive and outlines key accountabilities – colleagues are expected to be flexible regarding their accountabilities and will from time to time be asked to carry out other duties to ensure achievement of company goals. 
   

	You will be working for  
(Description of Waythrough and specifics of Service/Function/Office) 

	 
Our vision is to break down the barriers that stop people getting the support they need to live a life they value. We tackle poverty and disadvantage in communities, through mental health, drug and alcohol, housing and related support. We have almost 200 services around England – and nearly 3,500 amazing staff and volunteers who run them. Every year our services support around 125,000 people.


 
	Purpose of the Role 
 

	To work with Individuals who have had a positive drug test on arrest within Northumbria police custody suites. Providing wraparound support and interventions within their local community to prevent a return into custody. 
Where necessary, support capacity within the Drug Test on Arrest service within the custody suites providing brief intervention, advice, information and where necessary assessment with the aim of supporting an individual’s access to further support services. 



 
	Key Accountabilities  
(List of accountabilities specific to this role) 

	 
· Work within Custody settings, and the local community to manage a caseload of service users both short and longer term, who have been allocated by the Team Manager.

· Work in collaboration with the service users to complete high-quality person-centred assessments, including liaising with family members, significant others and professionals/ agencies as appropriate, and develop person-centred  support plans to identify how individual service user needs will be met, and how they will  achieve sustained outcomes.

· Complete and review robust Risk Assessment and Management plans identify risk levels and factors as well as strengths and assets that can support individuals to reduce risk.

· Record case notes, input information onto the database promptly and maintain other relevant Management Information Systems as required in order to ensure effective case management and assist monitoring and evaluation of service delivery.

· Use person-centred practice within day-to-day interactions including specific tools and techniques which support those with complex needs, ensuring that our practice reflects that people are truly listened to and are kept at the heart of all decision-making.

· Work effectively with partners and stakeholders to ensure the right interventions are offered in the right way at the right time to maximise engagement and outcomes.

· Provide assessments, brief interventions, signposting and onward referrals to address individual needs such as substance use, mental health, employment, gambling, violence and domestic abuse. 
 
· Offer comprehensive harm reduction advice and promote support available through both the service and other key stakeholders. 
 
· Work closely with a diverse team of professionals, including fellow colleagues, custody staff, and external agencies, ensuring a holistic and integrated approach to support. 
 


 
	General Accountabilities  
(List of accountabilities applicable to all roles) 

	 
· A strong commitment to the well-being and rehabilitation of service users. 
· Excellent communication and interpersonal skills. 
· Ability to work effectively within a multidisciplinary team. 
· Knowledge of best practices in safeguarding children and vulnerable adults. 
· Adherence to ethical standards and guidelines in the field


 
	Additional Information 

	Working pattern may include weekends and evenings to meet service needs. On-site working within custody suites where necessary.
 


 
 



Values and Competencies 
 
	Our Values 

	 
· Kindness - Be generous, caring and compassionate  
 
· Courage - Be bold, trust, commit 
 
· Respect - Everyone deserves dignity 
 
 


 
 
Person Specification 
	Qualifications 
	Essential or Desirable 

	NVQ Level 3 in Health & Social Care (or above or Equivalent) 
	Essential


 

	Skills 
	Essential or Desirable 

	Proficient in Microsoft Outlook Office 
Programmes 
	Essential 

	Ability to adapt working practice to the needs of service users  
	Essential 


 
	Experience 
	Essential or Desirable 

	Ability to work with people with multiple needs and those who are vulnerable 
	Essential 

	Knowledge and understanding of the issues facing people who are perpetrators of domestic violence/serious violence and those that misuse substances. 
	
Essential 

	Ability to deal with a range of queries from service users, professionals, family members and carers. 
	
Essential 

	Experience of keeping effective records including documenting relevant information onto a management information system. 
	
Essential

	Understanding of safeguarding issues for children and vulnerable adults. 
	Essential 

	Understanding of and ability to implement risk assessments. 
	Essential 

	Experience of completing service user assessments including comprehensive risk assessments and support plans 
	
Essential 

	Experience of multi-agency working with a wide range of external partners. 
	Desirable 

	Experience of working within a criminal justice or secure environment. 
	Desirable 

	Knowledge and understanding of harm reduction 
	Desirable 
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