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RENFREWSHIRE COUNCIL

CHILDREN’S SERVICES

JOB OUTLINE


	SERVICE:   
	Children’s Services
	SECTION:
	

	POST TITLE:
	Clerical Assistant
	POST ID:
	

	GRADE:
	GR2
	LOCATION:
	

	REPORTING TO:
	Team Leader 

	PRINCIPAL ROLE:

	To undertake a range of clerical duties and provide a high quality clerical support service.



Key tasks for which the post holder will be responsible:

1. Understand and undertake the operating procedures relevant to the post.

2. Sorting and processing of mail, filing of documents and photocopying.

3. Dealing with enquires from the general public at reception, by telephone, on-line and written correspondence.

4. Undertake clerical duties associated with web and intranet developments.

5. Compilation of statistical returns.

6. Perform data searches.

7. Provision of clerical support to managers by way of word processing, maintaining databases; filing, spreadsheet preparation and maintaining diaries.

8. Undertake any duties within the exigencies of the service as prescribed by the section leader or any other person acting on his/her behalf.

9. To adhere to the Council’s commitment to health and safety, supporting attendance, equal opportunities and compliance with all relevant policies.

This description is indicative of the nature and level of responsibilities associated with this job. It is not exhaustive and the job holder will be required to undertake other duties and responsibilities commensurate with the grade. 



