

ANGUS COUNCIL
PERSON SPECIFICATION
	JOB TITLE:
	Senior Clerical Officer
	DATE AGREED:
	October 2024



	CRITERIA

	ESSENTIAL/ DESIRABLE
	METHOD OF ASSESSMENT

	Qualifications and Training
	
	
	
Application Form/Interview




Application Form/Interview

Application Form/Interview

	1. 2 National 5 grades including English or 
NC Level 5 or Modern Apprenticeship or SVQ Level 2 in Administration or other relevant subject, or equivalent qualification
2. Willingness to undertake mandatory information governance training
3. ECDL award
	E




E

D
	

	Knowledge, Skills and Experience
	
	
	
Interview/References
Interview/Test/References
Interview/References
Interview/References
Application Form/Interview/Test/References
Application Form/Interview/Test/References

Application Form/Interview/Test/References

Application Form/Interview/References

Application Form/Interview/References
Application Form/Interview/References

Application Form/Interview/References

Application Form/Interview/Test/References

	1. Good oral communication skills
2. Good written communication skills
3. Good numeracy skills
4. Good customer care skills
5. Excellent keyboard skills
6. Minimum typing speed of 50 words per minute
7. Experience of Microsoft Office packages
8. Experience of working in an office environment
9. Experience of dealing with the public
10. Knowledge and understanding of financial procedures and controls
11. Knowledge and understanding of administrative procedures
12. Experience of taking minutes
	E
E
E
E
E
E

E

E

E
E

E

D
	

	Personal Qualities
	
	
	
Interview/References

Application Form/Interview/Test/References

Application Form/Interview/References
Interview/References
Interview/Test/References
Application Form/Interview/References


	1. Ability to appraise situations and solve varied problems
2. Ability to collate, organise and prepare returns and reports
3. Ability to work as part of a team
4. Ability to work to deadlines
5. Ability to produce accurate work
6. Ability to work with minimum supervision
	E

E

E
E
E
E
	

	Special Conditions
	
	
	
Application Form/Interview/References

Application Form/Interview

	1. Ability to work flexibly and agilely in a variety of locations as required
2. Ability to become a member of the PVG Scheme for children and protected adults
	E

E
	




