MORAY COUNCIL

JOB DESCRIPTION


	(1)	JOB IDENTITY

	POST TITLE:
	Clerical Assistant
	DEPARTMENT:
	Education, Housing & Communities 

	SECTION:
	Non Teaching
	LOCATION:
	Milne’s High

	REPORT TO:
	Business Support Officer/School Support Co-ordinator

	GRADE:
	3
	POST REF:
	MOR12362



	(2)	JOB PURPOSE AND WAY OF WORKING

	To provide an efficient and effective reception and clerical support service within the school.



	(3)	MAJOR TASKS

	3.1 To provide a general reception service to members of the public and visitors to the School.
3.2 General clerical duties.
3.3 Typing/word processing.
3.4 Book keeping as required.
3.5 Other duties.



	(4)	REPORTING RELATIONSHIPS	This job is indicated by *

	Headteacher
Business Support Officer/School Support Co-ordinator
Clerical Assistant*




SIGNATURES AND ADMINISTRATION ONLY

	Author’s Signature:

Postholder’s Name:

Supervisor’s Name:
	Validator’s Signature:

Signature:

Signature:
	Date:

Date:

Date:




JOB DESCRIPTION Cont/d ...
	(5)	DUTIES TYPICALLY INCLUDE:

	5.1 Reception
5.1.1 Answering all telephone calls to the school and if required passing these on as quickly as possible to the appropriate person.
5.1.2 Reception of visitors eg directing them to their destination including operation of security pass system.
5.1.3 Dealing with queries and passing them on to the appropriate person.
5.2 General Clerical Duties
5.2.1 Undertaking general clerical duties including filing, photocopying.
5.2.2 Providing information and advice to members of the public/staff.
5.2.3 Responding to written and verbal enquiries and/or directing these as required.
5.2.4 General administrative duties; processing forms and other paperwork.
5.2.5 Mail duties; dealing with incoming and outgoing mail.
5.2.6 Record keeping of expenditure as required.
5.2.7 Use of SEEMIS or equivalent system.
5.3 Typing/Word Processing
5.3.1 Typing of letters, memoranda etc. and communications with press and outside bodies.
5.3.2 Preparation of school publications including use of Publisher and similar programmes.
5.4 Book Keeping Duties (as required)
5.4.1 Reconciling reception cash received.
5.5	Other Duties
5.5.1	Preparation and maintenance of display materials.
5.5.2	Relieving other members of staff for holidays or sick relief.
5.5.3	Any other duties as determined by the Head Teacher.
Training
1.	Undertaking such training as may be appropriate for the good management of the Service.
2.	Job rotation
The above is intended to provide a clear but concise statement of the present MAJOR TASKS and ACTIVITIES of the job.  It is not an exhaustive list of all its detailed duties.




MORAY COUNCIL
PERSON SPECIFICATION

	Post:
	Clerical Assistant

	Department:
	Education

	Date Specification Completed:
	March 2014



Note:  Any disabled applicant who meets the essential criteria for the post is guaranteed an interview.

	ATTRIBUTES
	ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	DESIRABLE
The attributes of the ideal
 candidate

	(1) Experience

	Experience of working in a busy office environment using relevant technology and equipment e.g. photocopier, E-mail, Intra/Internet
Significant clerical/ administration/typing experience, including production of letter/report, filing, cash handling and dealing with the public
Experience of using a range of computer packages including Microsoft Office, Excel, Access, Phoenix, Publisher, Seemis 
	Previous experience in local government and/or working in an Educational Establishment
Reception/Switchboard experience

	(2) Education & qualifications*

	4 SQA standard grades or equivalent (at level 3 or above, including English and Mathematics/Arithmetic*)
Advanced keyboard qualification (RSA II in typing, audio typing, word processing)/ ECDL/Clait* (or equivalent working knowledge of Microsoft software packages)
	HNC/HND/NVQ/SVQ in Business Administration/Finance or equivalent relevant experience in an administrative support function

	(3) Skills/abilities (general)

	Ability to use initiative when required
Flexible in approach and open to different ways of working
Self-confidence and self-motivated 
Effective communication skills: oral and written
Excellent interpersonal skills
Ability to record information accurately
Strong customer care skills and focus
Ability to work on own and as part of a team
	

	(4) Skills/abilities specific to post*

	Sound knowledge of software packages e.g. Microsoft Office
Ability to demonstrate a high standard of numeracy and literacy
Effective organisational skills/time management with the ability to respond to conflicting and competing demands
Ability to prioritise workload, in accordance with objectives and targets
	

	(5) Inter-personal & social skills

	Ability to relate well with all levels of staff
Willingness to accept direction/delegation
Appreciation, acceptance of and commitment to importance of confidentiality
	

	(6) Working environment & physical demands

	Ability to work in a shared office
Flexibility to meet the needs and demands of the service.
Ability to work in different offices dependent on the service
	



*  Candidates will be required to show these documents if invited for interview.

	Satisfactory Disclosure Scotland check required?
	NO

	Membership of Protecting Vulnerable Groups Scheme (Working with Children)
	YES

	Membership of Protecting Vulnerable Groups Scheme  (Working with Vulnerable Adults)
	NO

	Satisfactory pre-employment medical screening required?
	NO



