	RENFREWSHIRE COUNCIL

FINANCE & RESOURCES
JOB OUTLINE


	SERVICE:   
	Finance & Resources
	SECTION:
	Customer & Digital Operations

	POST TITLE:
	Senior Clerical Officer 
	POST REF:
	

	GRADE:
	GRADE03
	LOCATION:
	

	REPORTING TO:
	Team Leader


	    PRINCIPAL ROLE:

	To carry out the duties of the post ensuring an effective business support service to stakeholders and customers.


Key tasks for which the postholder will be responsible:

1. To provide an effective financial business support service within Renfrewshire Council.
2. Responsibility for handling and processing manual and computerised financial information.
3. Responsibility for instructing, allocating and checking work of employees, and providing advice and guidance on a regular basis.
4. Production and analysis of financial reports to deadlines. 
5. Document production including typing letters, working time agreements, reports etc.
6. Support the service with budget monitoring involving maintenance of detailed and basic spreadsheets.
7. Provide basic IT assistance to service.
8. Process purchase orders.
9. Communicating with internal and external customers including members of the public.
10. Attend meetings as required by the team leader.
11. Undertake any other duties as deemed appropriate by other senior officers.
12. Adhere to the Council’s commitment to health and safety, supporting attendance, equal opportunities and compliance with all relevant policies.

This description is indicative of the nature and level of responsibilities associated with this job.

It is not exhaustive and the job holder will be required to undertake other duties and responsibilities commensurate with the grade. 
