	RENFREWSHIRE COUNCIL
FINANCE & RESOURCES 
JOB OUTLINE


	SERVICE: 
  
	Finance & Resources 
	SECTION:
	Business Support

	POST TITLE:
	Clerical Assistant 
	POST ID:

	

	GRADE:

	GR2
	LOCATION:

	Various locations within Renfrewshire

	REPORTING TO:
	Team Leader


	    PRINCIPAL ROLE:

	To provide clerical support required to deliver Business Support services in frontline education and social work establishments.


Key tasks for which the postholder will be responsible:
1. Under supervision, engage with local managers, stakeholders and colleagues to build effective working relationships.
2. Input and extract data using a range of electronic systems; in particular personal, financial and statistical information, in accordance with the Council’s policies on data protection and information security.
3. Undertake clerical tasks, including word processing, document completion, receipting and recording of cash, mail, photocopying and filing.
4. Compile routine and ad hoc statistical returns used to support the effective management of Council activities.

5. Complete routine data recoding and analysis tasks eg registration, attendance, workflow, task status, fault logging, overtime, invoicing, payments, performance, leave recording.
6. Perform reception duties; in particular access control and being the first point of contact for visitors, along with dealing with telephone calls, email and web enquiries.

7. Order and receipt goods and services using electronic systems.
8. Conform with Renfrewshire Council's policies relating to the protection of children and vulnerable adults.
9. 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. 
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