	JOB DESCRIPTION & PERSON SPECIFICATION  (JDPS)                           



	Job Title:  

	Clerical Assistant
	Job Evaluation         Reference Number:  
	Z3550

	Service:


	Education
	Grade:


	LGE4

	Department/Section:


	Community Services
	Location:
	Variable

	Line Manager (post):

	Head Teacher 

	Date JDPS was created / last reviewed / amended:
	February 2015

	Version of JDPS: 


	v.1

	This JDPS should be read in conjunction with:


	1. Core Training Requirements 
2. Service plan/team plan  
3. Argyll & Bute Council Competency Framework   
4. Managers guide to recruitment 
5. Job Evaluation process 


	Job Summary:   
To support the Head Teacher and staff to manage the school by providing clerical support.  This includes financial support and clerical activities to ensure the efficient running of the school.

	Scope / Dimensions: 

Line management / staffing responsibility N/A
Budgetary responsibility: N/A
 

	Job Description:  Main Outcomes required  


	1.
	Planning:   
Support the head teacher to develop the school’s service plans by working in partnership with colleagues (within and outwith the service) and by taking personal responsibility for planning how these are delivered effectively and efficiently to service users.  In particular, take responsibility for:

Clerical and finance tasks


	2.
	Service delivery:  
Assist the Head Teacher to ensure that high quality services and best value are delivered to service users by ensuring that all agreed plans are implemented efficiently and effectively.  In particular:

a) Clerical work associated with new technology initiatives.

b) General pupil enquiries
c) Typing; including operation of a word processor.

d) Cash handling; school funds including collection, reconciliation and banking of tuck shop takings, book club takings etc, ensuring adherance to departmental guidelines and education management circulars.

e) Administer and control the issue of school meals tickets (primary schools only)
f) Filing.

g) Completion of statistical returns and reports.

h) Maintain records (manual or computerised) re pupil registration/enrolment staff attendance and teachers’ personnel records.

i) Update information/liaise with headquarters staff re staff development management information system.

j) Maintain ethnic monitoring procedure records.

k) Clerical and administrative support for curriculum development, pupil choice and career appointments (secondary schools only).

l) Telephone and reception duties.

m) Handle mail including electronic mail.

n) Process requisitions including; ordering of stationery, supplies and equipment and associated procedures related to receipt of goods, checking, storage and periodic stock taking.

o) Report cards; preparation of, and allocation to teachers, including photocopying, record keeping and filing.

p) Medical administration eg, maintain records, arrange for examination/appointments etc.

q) Maintenance of parent council electoral roll – (primary schools only)
r) Process pupil exclusion documentation.

s) Progress the relevant documentation associated with free school transport.

t) Arrangement for excursions and parties.

u) General supervision of pupils as directed by the head teacher.

v) Pupil welfare, eg clothing, hygiene, first aid etc.

w) Library duties; including maintenance of catalogues, books and other library resources, control of issues and returns, re-stocking of shelves (primary schools and 3-18 campuses only)
x) Administrative work associated with book clubs (including cash handling), maintenance of book records, issues and returns, banking of monies.

y) Reprographic work; including compilation, photocopying, collation, stapling and binding of memos, reports and handbooks etc.

z) Preparation of class related work; including typing of worksheets, production of overheads, setting up equipment/teaching aids and materials, and clear up as required.

aa) Wall displays; including children’s work, posters, teaching charts and other wall displays, arrange storage as necessary (primary schools only)
ab) Control of lost and found items; including receiving, keeping records and issuing as appropriate.

ac) Messengerial work.

ad) Operation of tuck shop; including sales, stock control, (including cash handling) and supervision of pupils involved in serving duties (primary schools and 3-18 campuses only).
ae) Lunchtime/playground supervision (primary schools and 3-18 campuses only).


	3.
	Financial control responsibilities:

Assist the head teacher to manage the school fund.


	4. 
	Quality Assurance: 
Support the head teacher to ensure that appropriate quality, performance and bench marking criteria are developed and applied as a means of managing and monitoring the schools’s performance, and in particular: 

Preparation of relevant documents such as school handbook, standards and Qualities report and whole school Improvement plan


	5.
	Health & Safety:  
All employees must follow the Council’s health and safety policies, standards, systems and procedures and must follow any additional health and safety instructions required by their line management.  Employees who manage staff (and/or control workers from outside bodies) must ensure that they comply with the Council’s health and safety at work procedures and ensure that all workplace risks are assessed, suitable control measures are put in place and that these are communicated to the workforce in a way they understand.


	6.
	Other duties & responsibilities:  

Undertake other duties appropriate to this job and grade, and as required by the line manager and ensure appropriate outcomes are achieved.   



	Person Specification:  


	CRITERIA:     E = Essential              D = Desirable    


	Education and / or professional qualifications  


	E.1

	A minimum of 3 Standard Grades (Level 1, 2 or 3) or equivalent qualifications or experience.



	Experience



	E.1

D.1


	Previous experience of clerical work.
Experience of working with children.

	Specific job-related knowledge  


	D.1

D.2

	First aid training.

ICT knowledge.


	Any additional job-related requirements   



	E.1

E.2
	The jobholder will be expected to travel efficiently and effectively between various work locations within Argyll and Bute and beyond to meet the operational requirements of the Service.  
PVG membership – required to gain this in relation to working with children.



	Competencies   

	E.1
	Level  1
Personal Qualities (Competencies) that are essential at recruitment stage: 

Ability to prioritise tasks and work on own initiative

Excellent communication skills, written and verbal

Enthusiastic, motivated and the ability to guide and motivate/encourage others

Ability to work unsupervised
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