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JOB PROFILE
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	ADMINISTRATION AND SUPPORT

	
	Roles in this family are primarily concerned with providing clerical and administrative support to teams and individuals within the Council.  The focus may be external (clients and customers of the Council) or internal.  Much of the work is involved with the collation, processing and dissemination of information in all its forms, much of which can be sensitive or confidential.

	JOB PROFILE
	AS 1


	OVERVIEW
	The AS 1 profile describes roles which either work to instructions or depend upon established rules and procedures to make routine decisions. Jobholders progress a variety of clerical and support tasks, often involving the handling or processing of confidential information.  Many posts at this level provide front line services as part of a team and guidance is available when required.

	KNOWLEDGE
	Almost all of the procedural knowledge required to perform competently in these roles will be learnt on the job although general education to at least Standard grade level would be expected on entry.  Familiarity with common software applications such as Word and Excel would be required at this level.

	INITIATIVE AND INDEPENDENCE
	The role generally involves following instructions or established practice but some initiative may be required to make routine decisions on a day to day basis.  While jobholders may assess priorities and adjust their own working schedules, it would be unusual for any other decisions made to affect anything other than the immediate role.

	PROBLEMS, PLANNING AND CONCENTRATION
	Problems are generally similar and are almost always dealt with by reference to established procedure or precedent.  A level of concentration consistent with accurate checking of work or performing mental calculations or assessments is likely to be required.  Many posts will feature multiple tasks, which may individually require uninterrupted attention for up to approximately an hour at a time. Jobholders may need to meet deadlines over which they have little or no control in the course of normal working.

	COMMUNICATIONS AND RELATIONSHIPS
	Jobholders will generally be required to exchange information, often of a non-routine nature, with internal and external contacts.  Relationships are generally non-contentious but some roles will occasionally involve dealing with individuals who may be difficult or demanding.

	RESPONSIBILITIES
	While the jobholder will not have formal supervisory responsibilities, it may be necessary to assist new or temporary employees in learning working practices.  The jobholder will usually provide a front-line service by undertaking tasks or processes to support the work of internal or external customers.  Many roles will be expected to handle cash or its equivalent on a daily basis.  The jobholder will be responsible for the handling, processing and/or updating of information (manual or electronic) which will regularly be sensitive and/or confidential.

	WORKING CONDITIONS
	Generally indoors but may be required to travel between locations.  Some physical effort may be required from time to time (eg carrying files) and a considerable degree of physical dexterity may be required to word process documents to a high standard of speed and accuracy.  Other roles described by this profile may regularly require considerably more physical effort but these will not require the processing of data at speed.
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