	RENFREWSHIRE COUNCIL
CHIEF EXECUTIVE’S
JOB OUTLINE


	SERVICE: 
  
	Chief Executive’s
	SECTION:
	Planning and Building Standards

	POST TITLE:
	Senior Clerical Officer (Planning & Building Standards Business Support)
	POST ID:
	

	GRADE:
	Grade03
	LOCATION:
	Renfrewshire House

	REPORTING TO:
	Team Leader


	PRINCIPAL ROLE:

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


Key tasks for which the post holder will be responsible:
1.  
Supervise clerical staff, assisting in the organisation and delivery of their day to day workload.
2.  
Liaising with and corresponding to customers and stakeholders by electronic systems, telephone and in person.
3.  
Maintenance and input of data to electronic systems.
4.  
Maintenance and ordering of goods using electronic systems.
5.  
Maintenance and completion of documentation relevant to service delivery.
6.  
Undertake specialised or complex clerical and/or financial related tasks, demonstrating creative spreadsheet skills and word processing.
7.  
Prepare documents and correspondence of a confidential nature.
8.  
Facilitate links with community, industry and other statutory agencies.
9.  
Assist in the identification of staff development and training needs of clerical staff.
10.  
To 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. 

