ANGUS COUNCIL

JOB OUTLINE

	Job Title:
	Clerical Officer

	Service:
	Education and Lifelong Learning

	Grade:
	LG3

	Responsible To:
	Designated member of Senior Management Team


This is a generic job outline which applies to all clerical officer jobs within the council.  Whilst the precise nature of the duties to be undertaken by each job holder will be determined by the employing department, these duties will be of a similar nature and require the same level of knowledge and skills as those described below.

	The job holder will undertake a range of general, clerical and support duties which will typically include:

· Carrying out a range of routine procedures and instructions using initiative to make routine decisions

· Interpreting information and/or situations and solving generally similar problems

· Processing confidential, personal and sensitive information

· Reception duties

· Telephone operation

· Routine filing and collation

· Mail duties

· Photocopying

· Data inputting and complex word processing and/or the use of a range of software packages

· Cash handling on a regular basis

· Processing a range of financial documents eg orders, invoices and claim forms and resolving queries/anomalies

· Preparing standard reports

· Seeking and providing information from and to work colleagues and/or members of the public

· To comply with all data protection law in the processing of personal, and special categories of personal data, in line with the council’s full privacy statement and service privacy notices. 

The job holder will work in an environment where supervision, guidance and support are readily available and will seek such support where the nature, scope or cause of issues/problems is not apparent.
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