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JOB FAMILY
	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 3


	OVERVIEW
	The AS 3 profile describes roles which have freedom to act within procedures or policy guidelines rather than a defined range of tasks.  Jobholders will consider the requirements of individuals, groups or the service itself in order to shape the team's response.  There will be a regular requirement to think and plan ahead and problems will be varied, requiring the analysis of potentially complex information.  Jobholders will be expected to take remedial action when appropriate and roles will usually include instructing and checking the work of others.

	KNOWLEDGE
	A comprehensive knowledge of a range of tasks is required at this level along with thorough procedural knowledge of the jobholder's own role and an understanding of the work of others.  It is likely that Highers, a general HNC or other SVQ2 level qualification (or an equivalent level of experience) would be appropriate entry requirements

	INITIATIVE AND INDEPENDENCE
	Although working within established procedures and policy frameworks, jobholders will be expected to provide independent solutions to routine or predictable problems.  A supervisor or manager will generally be available for guidance and advice on unusual or difficult issues.

	PROBLEMS, PLANNING AND CONCENTRATION
	Jobholders are required to assess information and/or appraise situations and to solve varied problems.  There may be a requirement to schedule cyclical activities up to a year in advance.  Alternatively, the specific role could require the analysis of complex information, problems or situations.  Jobholders may contribute to the development of strategies or plans with a horizon of up to three years.  A level of concentration consistent with accurate checking of work or performing mental calculations or assessments is likely to be required.  Although this would normally be for periods of an hour or less, jobholders may need to switch between a range of activities or deal with unavoidable interruptions in the course of normal working.

	COMMUNICATIONS AND RELATIONSHIPS
	It will be necessary to elicit and explain information but, at this level, contacts will generally be familiar with the subject matter.  Relationships are generally non-contentious but some roles will occasionally involve dealing with individuals who may be difficult or demanding.

	RESPONSIBILITIES
	Jobholders will generally be responsible for instructing, guiding, allocating and checking the work of others on a regular basis.  Jobholders will be required to assess the service needs of groups or individuals and implement appropriate processes to facilitate service delivery.  They may be expected to handle cash or its equivalent on a daily basis.  The jobholder will be responsible for the safekeeping 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 accuracy.
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