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 Job Description and Employee Specification  

Summer Student

Chief Executive’s


	Service: 

	Chief Executive’s 

	Division:
	People Resources with placement in various services, NHS and external organisations


	Job Title:
	Summer Student


	Responsible to:
	Workplace Manager


	Grade:
	tbc


	Conditions of Service:
	SJC


	Job Evaluation Reference:

	n/a

	Date of last review:
	January 2026


	Job Outline

As a summer student you will be placed within a service area of the council, NHS or externally with a North Lanarkshire-based employer. You will have a designated Workplace Manager to support you throughout your summer placement.  Your duties will vary depending upon the service area you are placed in; indicative duties are detailed below. 



	Main Duties and Responsibilities

Generic Duties

1. Ensure that confidentiality is protected by ensuring that all files, records, and correspondence are treated in a confidential manner.
2. Undertake basic data entry activities using ICT packages to support service delivery within teams.
3. Participate in training and development activities and where appropriate work towards achieving relevant qualifications.
4. Comply with the service’s Health & Safety at Work procedures and ensure that safe systems of work are always used as required in terms of the Health and Safety at Work Act 1974 and subsequent related legislation.
5. Carry out any other duties as may be required by the Workplace Manager.


Built Environment and Construction Duties

1. Contribute to various construction projects through a range of on-site and office-based tasks, collaborating with team members, supervisors, and clients. 
2. Prepare and maintain equipment including cleaning duties.
3. Assist with monitoring project progress and recording of project management information, procedures and documentation. 
4. Assist with on-site inspections and associated work including measurement, calculations, specifications and drawings.



Clerical and Administration Duties

1. Providing general admin support to teams including filing duties, organising electronic documents and retrieving information from files.
2. Dealing with incoming and outgoing mail including emails via mailboxes.
3. Support the teams with information requests via email and telephone.
4. Undertake photocopying and collating of documents, ensuring proper circulation as required.
5. Undertake reception/telephone duties for the Service ensuring excellent customer service is provided.
6. Using Point of Sale software to take bookings and process payments via credit/debit card.

Customer Service – Library Assistant

1. Working within one of our Libraries you will provide excellent customer service at all times, dealing with members of the public in a helpful and proactive manner.
2. Assist with the effective day to day presentation of the library by assisting with promotion and display of stock, ensuring the return of stock to shelves and regular checks for tidiness.
3. Assist with library related administration and record keeping duties and general office duties as required.
4. Assist and support the delivery of a range of activities and events for children and adults within the library including BookBug, Chatterbooks and book groups.

Customer Service – Visitor Assistant (Summerlee Heritage Centre)

1. Providing excellent customer service with members of the public throughout the site being courteous and polite at all times whilst also ensuring visitors are conforming to Health and Safety regulations.
2. Undertaking reception and shop duties including cash and card handling.
3. Assist with the setting up and delivery of activities for visitor engagement including art and craft activities and games for children, special events and mine tours.
4. Assist in ensuring the security of displays and in providing information to the public on where further information can be obtained.
5. Assist with the general cleaning of displays and tidiness of the museum and assisting with deliveries as required.
6. Provide general clerical support and answer telephone and email enquiries from customers and service users.

Early Years Duties

1. Assist with the supervision and support of young children in our nursery establishments, promoting positive behaviour and attitudes in and out of the nursery environment.
2. Assist with moving and handling needs and other interventions including personal care needs and feeding programmes as required.
3. Assist with playroom related duties including the preparation of resources and materials and setting up of indoor and outdoor spaces.
4. Support staff with the safety of the children in the premises and outdoor spaces and on any visits and outings.
5. Build positive relationships with the children, staff, parents and carers and the wider community.


Health & Social Care Duties

Equipment Store

1. To assist in the organisation of daily delivery runs and organise stock accordingly.
2. To uplift equipment from service users’ homes when no longer required. To undertake and organise the dismantle/cleaning/disposal of returned equipment as appropriate.                                                                                                                                                                   
 
Locality Support Services/Integrated Day Services/Home Support Service

1. You will provide care and support to individuals and families consistent with their requirements.
2. To provide a care and support to service users within the community and or day centre based, as detailed within their care plan and as instructed by your Line Manager.
3. To support individuals and groups in a variety of settings to take part in meaningful, activities including travel arrangements.

NHS

Healthcare Support Worker

1. Assist in delivery of high-quality care to meet patient needs.
2. Support patients, relatives and carers when directed by registered nurse/senior health care support worker.
3. Respect at all times, the confidential nature of the work and the rights of patients and carers with respect to confidentiality.
4. Monitor levels of stocks/supplies to ensure smooth running of Community nursing team.
5. Responsible for the safe and efficient use of equipment in accordance with local policy including It equipment, clinical equipment and manual handling equipment.
6. Provide assistance within a variety of settings including patients’ homes.

Clerical Officer

1. Provide comprehensive administrative and clerical support to clinical and non-clinical staff in order to ensure the smooth running of the service.  This will include typing, filing, photocopying and dealing with stock/stationery orders.
2. Provide patients and other service users with information and assistance as appropriate.
3. General reception and switchboard duties.
4. Sort and distribute incoming and outgoing mail.
5. Daily input to databases and clinical information systems as appropriate.
6. Maintain appointment times and assist with re-arranging appointment times.

Sports Development – Assistant Sports Coaches

1. Assist with planning, preparation, delivery and evaluation of each coaching session and activity.
2. Assist with delivery of each session/activity, always ensuring the safety and wellbeing of participants during the camps by ensuring the environment is safe and that equipment used has been checked and is being used in a safe and appropriate manner.
3. Communicate effectively with attendees always maintaining a professional and customer orientated approach and communicating instructions and commands using clear simple language.
4. Consistently display high standards of behaviour, acting as a role model, gaining the respect and trust of young people you are working with and develop successful working relationships with our diverse range of participants.

Digital Technology and Marketing
1. Assist with creating content for social media, websites and emails/newsletters
2. Help research and develop ideas for engaging residents and young people
3. Monitor and report on basic campaign performance (e.g. social media engagement)
4. Carry out administrative tasks to support the communications team
5. Support basic IT tasks, such as setting up devices, updating software, and checking equipment.
6. Shadow digital and IT staff to learn how different teams support the council’s technology needs.

This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.




 
	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING
	
	
	

	· No formal qualifications required but must have broad general school education with literacy and numeracy skills
· Nat 5 English 

	
X
	




X
	Verification/Application Form/Interview

	WORK EXPERIENCE
	
	
	

	· No formal work experience required
· Experience of working with Microsoft Office ICT packages
· Experience of working with the public 
· Experience of processing confidential information 
· Experience of working as part of a team

	X









	

X


X

X

X
	Application Form/Interview

	KNOWLEDGE/SKILL/ABILITY
	
	
	

	· Demonstrates an ability to use initiative and work under supervision as part of a team
· Ability to prioritise and organise tasks 
· Ability to maintain a high degree of confidentiality especially when dealing with sensitive information
· Ability to deliver a high standard of customer service
· Ability to care for patients in a variety of settings (NHS and Health & Social Care roles)

	X


X

X



X

X

	











	Application Form/Interview

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	· Good timekeeper
· Professional approach
· Flexible approach to work
· Keen to learn new skills and receptive to training

	X
X
X
X

	
	Application Form/Interview

	OTHER
· NLC School pupil, or
· New College Lanarkshire student, or
· Live in North Lanarkshire
· PVG may be required for Early Years, Health and Social Care, Assistant Sports Coaching and NHS placements
	

X


X
	
	

Application Form/Interview
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