 The Highland Council
Job Description

	Service:
	Health & Social Care
	Section:
	Justice Service 

	Job Title:
	Clerical Assistant 2 – 35 hours

	Grade and Salary:
	HC03 £25,698 - £26,408 (pro rata)

	Location:
	Fort William

	Responsible to:
	Team Manager

	Job Purpose:
	To provide Business Support to Justice Service Managers and Teams.

	Key Duties and Responsibilities:
	The post holder will provide business support to Justice Service Managers and Teams across a range of processes which may include:

· Information management, including storage and retrieval of documents in accordance with Council policy, and management of information required by services to support service specific processes.
· Financial transactions including purchasing goods and services, paying for goods and services, raising invoices and internal transactions.

· Facilities management, including controlling use of meeting rooms and other facilities.

· Scheduling, including organising meetings and taking minutes as considered appropriate
· Customer contact including dealing with visitors to Council premises.
· The post holder will be expected to act on their own initiative with a minimum of supervision.

· The post holder will be expected to assist in the training/coaching of new members of staff as required. 

· The post holder will be required to comply with the relevant Council Policies and Regulations, including personnel, financial regulations and information management.

	Other Duties:
	The post holder may be required to undertake any other duties appropriate to the level of the post.
Duties and responsibilities will vary from time to time.

	Date:
	31.07.2026


Highland Council

Person Specification

	Service:
	Health & Social Care 

	Job Title:
	Clerical Assistant 2 – 35 hours

	Location:
	Fort William

	Date:
	31st July, 2026


	
	Essential Attributes

In order to be able to carry out the duties of this post effectively and safely, candidates will be able to provide evidence of the following:

	1.
	Experience in working in a business support environment.

	2.
	ICT skills including the use of MS Office applications.

	3.
	Experience of using business systems.

	4.
	Ability to cope with diverse work activities and undertake these with strict confidentiality, tact and discretion.

	5.
	Ability to work under own initiative and as part of a team.

	6.
	Ability to adopt new working practices and procedures.

	7.
	Good level of interpersonal and communications skills including being able to deal effectively with all customers, such as substance misusers, sex and violent offenders, without prejudice.

	8.
	Ability to organise and plan activities to meet tight timescales and targets.

	9.
	Ability to communicate in both written and oral form, including dealing with information which some may find upsetting, with attention to detail and confidentiality.

	10.
	Commitment to providing a quality business support service.

	11.
	Good general education along with relevant qualification at SQV Level 2 or equivalent experience.

	12.
	An awareness of personal safety and the ability to recognise, assess and deal with potential risk.


	
	Desirable Attributes

	
	Minute taking


