ANGUS COUNCIL
JOB OUTLINE

	Job Title:
	Senior Clerical Officer

	Service:
	Education and Lifelong Learning

	Grade:
	LG4

	Responsible To:
	Head Teacher



This is a generic job outline which applies to all senior 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 and will have specific delegated responsibilities which may include the regular allocation of work to, and the instruction and checking of the work of, others.  Typical duties will include:

· Supervising staff
· Following a range of routine procedures and instructions that requires initiative to make routine decisions and deal with any routine problems
· Using a range of software packages
· Appraising situations to solve varied problems/develop solutions
· Collating, checking and organising returns
· Preparing standard reports
· Routinely exchanging and providing information
· Obtaining information and facts from policies, files, circulars etc
· Providing comprehensive and confidential administrative and secretarial support
· Processing confidential, personal and sensitive information
· Providing diary management for individuals/teams 
· Creating and updating files and maintaining records
· Processing and/or checking a range of financial documentation and authorising further processing
· Recording and monitoring expenditure
· 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
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