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 Job Description and Employee Specification  

Support Assistant

Chief Executive’s


	Service: 

	Chief Executive’s 

	Division:
	Finance and Technology


	Job Title:
	Support Assistant


	Responsible to:
	Contracts and Finance Manager


	Grade:
	NLC3


	Conditions of Service:
	SJC


	Job Evaluation Reference:

	A7873

	Date of last review:
	November 2024


	Job Outline

To provide clerical and admin support within Finance and Technology with responsibility for processing invoices, ordering Information Communication Technology (ICT) equipment and software, checking information for input into various ICT and financial systems, preparing performance information and other general clerical duties.


	Main Duties and Responsibilities

Generic Duties

1. Processing of purchase orders using the corporate procurement system (PECOS), including ICT orders.

2. Ensuring deadlines are met in relation to purchase orders, deliveries and invoice processing.

3. Liaising with suppliers to obtain quotes for corporate orders and ICT specific equipment and software.

4. Processing invoices for payment and liaising with services to ensure goods and services have been received prior to payment.

5. Assisting in the monitoring and payment of outstanding supplier invoices.

6. Accepting Inter-departmental accounts (IDTs) within the E-financials system ensuring all details are correct.

7. Updating and processing confidential information into the customer relationship management system to maintain accurate data relating to North Lanarkshire citizens.

8. Data analysis/matching to ensure that accurate citizen information and performance information is maintained.

9. Checking performance information is available by due deadlines.


10. Dealing with all incoming and outgoing mail including emails via Business and Digital mailboxes.

11. Providing general Year End admin support as required.

12. Carrying out any other duties and responsibilities as required from time to time by the Chief Officer (Finance and Technology).


This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.





	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING
	
	
	

	· No formal qualifications required but must have literacy and numeracy skills
· Customer service qualification
	
X
	



X
	Verification/Application Form/Interview

	WORK EXPERIENCE
	
	
	

	· Moderate clerical experience 
· Experience working with the PECOS and Efinancials systems
· Experience processing ICT orders and obtaining quotes from suppliers
· Working knowledge of Itrent to process staff information for new starts/leavers/licences
· Experience in using internal IT systems
· Processing confidential information 
· Experience of working as part of a team
· Populating and preparing reports from various systems
	X













X


X

	
X


X


X


X

X
	Application Form/Interview

	
	
	
	

	KNOWLEDGE/SKILL/ABILITY
	
	
	

	· Good working knowledge of Microsoft Office in particular Excel
· Ability to deliver a high standard of customer service
· Demonstrates an ability to use initiative and work with minimal supervision
· Ability to prioritise and organise tasks to manage own workload
· Ability to maintain a high degree of confidentiality especially when dealing with sensitive information
	X



X

X



X



	











X




	Application Form/Interview

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	· Professional approach
· Flexible approach to work
· Keen to learn new skills and receptive to training
	X
X
X

	
	Application Form/Interview

	OTHER
	
	
	

	
	
	
	Application Form/Interview
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