[image: image1.emf]MIDLOTHIAN COUNCIL

Job SUMMARY


	JOB TITLE:SENIOR SUPPORT ASSISTANT

	POST NO(S): GENERIC

	JOB PROFILE: AS 2- GRADE 3

	SECTION/UNIT: GENERIC

	DIVISION: GENERIC

	REPORTING TO: A SUPERVISING POST

	REPONSIBLE FOR: May be responsible for up to and including 3.5 FTE Grade 2 or equivalent. 



	JOB PURPOSE:
To provide effective clerical and administrative support to a Division, School, Unit or Section of Midlothian Council.



	KEY OBJECTIVES
Offer support & guidance to a small team responsible for operational support; allocate, and check the quality and output of clerical work within the Unit or Section, to meet the required deadlines, referring as required.

Assist with the provision of management statistics to meet described objectives.

Deal with enquiries, providing information on office systems and procedures relating to the service provided.  Use initiative to take appropriate action and identify contacts for referral.

Operate and maintain processes to meet deadlines, some of which may be determined by the system. 

Be responsible for providing a particular function of the service such as letting; database operation; information provision; invoice processing; general administration; and financial systems.

Provide advice and guidance to users of the service provided.

As appropriate recommend minor changes to improve the quality and efficiency of the service provided.

Demonstrate and/or advise clerical staff/team on the use of new procedures and systems.

In identified posts that offer these services and for which training is required, take minutes, transcribe tapes or provide a dictation service as required.

Any other duties appropriate to the post as requested by management.



	KNOWLEDGE

Evidence of competency in literacy and numeracy skills such as a minimum of three standard grades level 3 passes or above to include Mathematics and English, or equivalent.  

Knowledge of supervisory skills;Word-processing/spreadsheet/keyboard and clerical skills; SVQ 2 or equivalent is an acceptable alternative for these skills. 

Previous office experience, demonstrating a working knowledge of the relevant procedures; communication, relevant software and computer skills.
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