 MORAY COUNCIL

JOB DESCRIPTION

	 (1)
JOB IDENTITY

	POST TITLE:
Clerical Assistant                DEPARTMENT:  Housing & Property 






   
      Services


SECTION:

Building Services

LOCATION:  
Mosstodloch 
Depot

REPORT TO:
Senior Scheduler 

GRADE:

Grade 3 


POST NO:


	(2)
JOB PURPOSE AND WAY OF WORKING

	To carry out general administration duties and contribute to the provision of an efficient and effective service.


	(3)
MAJOR TASKS

	3.1 To undertake administration duties as directed by the Senior Scheduler
3.2 To carry out administration duties in relation to Gas Servicing
3.3 To undertake training as required.

3.4 To comply with all Health and Safety and security procedures and guidelines.


	(4)
REPORTING RELATIONSHIPS
This job is indicated by *

	Senior Scheduler
(
Clerical Assistant*


SIGNATURES AND ADMINISTRATION ONLY

	Author’s Signature:

Postholder’s Name:

Supervisor’s Name:
	Validator’s Signature:

Signature:

Signature:
	Date:

Date:

Date:


	(5)
DUTIES TYPICALLY INCLUDE:

	To undertake administration duties as directed by the Senior Scheduler
5.1.1 To be responsible for administering gas servicing appointments.

5.1.2 To maintain and update a range of software applications to record annual servicing and response repair information in relation to gas servicing. 
5.1.3 To provide general administration duties, including contact with Tenants in relation to servicing appointments, contracts and repairs.
5.1.4 Collation of data to schedule, record, monitor and progress gas servicing and response repairs outcomes.
5.1.5 Liaise with Area Housing Teams to agree appointments and remedial actions in relation to gas servicing
5.1.6 Prepare and distribute reports in relation to gas servicing outcomes such as capped properties

5.1.7 Any other general office duties that could be reasonably expected as directed by the Senior Scheduler and Senior Scheduler.
5.2 To carry out clerical duties in relation to the Building Services business support unit
5.2.1  Use of a range of software systems (e.g XTAG, excel, word, sharepoint, servitor, DRS and access) to record & workflow outcomes.
5.2.2  Liaise with stores staff to ensure parts are requested and sourced efficiently.
5.2.3  Maintain Sharepoint system.
5.2.4 Any other general duties that could be reasonably expected as directed by the                    

Senior Scheduler or Senior Scheduler.
5.3 To undertake training as required.

5.3.1 To attend training courses as required.

5.3.2 To bring training needs to the attention of the Senior Scheduler.
5.4 To comply with all Health and Safety and security procedures and 
guidelines

5.4.1 To be responsible for the observation of Health & Safety Regulations within the working environment.

5.4.2 To take responsibility for your own Health & Safety at work.

5.4.3 To be aware of your actions in relation to the Health & Safety of others


 MORAY COUNCIL

PERSON SPECIFICATION

Post:




Clerical Assistant
Department:



Environmental Services 

Date Specification Completed:
13/04/2023  
Prepared by:



Senior Scheduler
Note:  Any disabled applicant who meets the essential criteria for the post is guaranteed an interview.

	ATTRIBUTES
	ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	DESIRABLE
The attributes of the ideal
 candidate

	(1) Experience


	Experience of working in a busy office environment.
Experience of utilising a range of computer packages included Microsoft Office, Excel and Access.


	Previous experience of scheduling appointments
Previous experience or background of working in a building maintenance environment

	(2) Education & qualifications*


	Minimum 3 standard grades including English.*


	ECDL*

	(3) Skills/abilities (general)


	Strong customer care skills and focus.
Ability to work as part of a team.

Confident, efficient and reliable.


	

	(4) Skills/abilities specific to post*


	A flexible approach to work and an ability to work under pressure.
An ability to meet set standards and agreed target.

Proficiency in a wide range of clerical and administrative tasks.
	

	(5) Inter-personal & social skills


	Ability to communication effectively, both verbally and in writing.  Good team working skills.  Approachable, tactful and helpful manner.

	Willingness to undertake further training and continued personal development.

	(6) Working environment & physical demands
	Ability to work in an open plan office environment dealing with interruptions from phones,  printers and photocopiers etc.
	


*  Candidates will be required to show these documents if invited for interview.

Satisfactory PVG Scheme check required?






NO

Membership of Protecting Vulnerable Groups Scheme (Working with Children)

NO

Membership of Protecting Vulnerable Groups Scheme (Working with Vulnerable Adults)
NO

Satisfactory pre-employment medical screening required?



            YES

