MIDLOTHIAN COUNCIL


Job SUMMARY


	JOB TITLE: Generic Office Support Assistant
	POST NO(S): Various

	JOB PROFILE: AS1 - Grade 2

	SECTION/UNIT: Schools

	DIVISION: Education & Children’s Services 

	REPORTING TO: Head Teacher

	REPONSIBLE FOR: None

	JOB PURPOSE:
To provide general clerical support to the school establishment.

	KEY OBJECTIVES
Provide a copy typing/word processing service for school staff, typically to include correspondence, reports, minutes, procedures, standard documentation and other literature, as requested.

Carry out any of the following duties as required:-

· maintenance of procedural and internal records, including input of data to computer systems;

· dealing with suppliers or service users as a first line of enquiry;

· booking appointments, venues or taking bookings for organised events, taking enrolments;

· reception and switchboard duties - receiving visitors, taking and relaying messages, answering enquiries, locating staff etc.;

· copying, collating, compiling, distributing, forwarding, filing and circulating documentation/information;

· opening, sorting, recording and distributing mail; 

· stocktaking.

On occasion, comfort sick children until a parent or guardian arrives.

Provide additional support by effectively utilising available office equipment e.g. telephones, Fax machines; photocopiers; email, mail franking machines; document binding equipment etc.

Undertake any other appropriate duties as required by the Head Teacher. 

	KNOWLEDGE

Essential

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.  SVQ 2 or equivalent is an acceptable alternative.

Some practical experience or demonstration of competency in the use of word processing and standard PC software packages.

Demonstrable competency in keyboard and clerical skills; SVQ 2 or equivalent is an acceptable alternative. 

Experience in a similar office environment, with a working knowledge of modern office equipment would be desirable.
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