







Job Description and Employee Specification [Clerical Assistant]
Active & Creative Communities


	Service: 

	Enterprise & Communities

	Division:
	Active & Creative Communities


	Job Title:
	Clerical Assistant


	Responsible to:
	Senior Clerical Assistant


	Grade
	
NLC3

	Conditions of Service
	


	Date of last review:
	


	Job Outline

The post holder will be responsible for the efficient and effective performance of the full range of administrative and clerical related duties as allocated.



	Main Duties and Responsibilities

1. To deal with enquiries from the public at reception or by telephone, provide relevant information or forms, or refer to a more appropriate member of staff or section. 

2. To prepare and process orders/invoices/accounts for supplies and services.

3. To provide typing/word processing/data processing services when requested.

4. To operate day to day office equipment such as a photocopier or fax.

5. To prepare and process personnel information as required.

6. To utilise and maintain relevant computerised filing systems. 

7. To compile and maintain financial/statistical records as directed.

8. To process incoming / outgoing mail including its dissemination and collection.

9. To provide a photocopying services to all members of staff. 

10. To participate in meetings as required and foster a good working relationship with other departmental staff.

11. To adhere to all Service and Company procedures including the Health and Safety Policy.

To carry out any other duties as determined by the Head of Service to ensure the provision of a professional service.
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
	
	
	

	· HNC Public Administration, office management or equivalent
· Relevant IT certificate
· Typing Qualification
	
	X


X

X
	
Proof of documentation/Application form/Interview

	
	
	
	

	WORK EXPERIENCE
	
	
	

	· Demonstrable experience of working in administrative / clerical environment
· Previous experience of using a booking system or similar software packages
· Competent in the use of a range of computer software, such as excel, word, access
· Excellent keyboard skills with typing and data processing experience. 
· Experience of working with a range of customers
	X



X



X



X


X
	
	



Application form/interview

	KNOWLEDGE/SKILL/ABILITY
	
	
	

	· Good demonstrable communication and organisational skills
· Must be able to work on own initiative and without supervision
· Must be able to prioritise workload effectively and to respond to competing demands
· Conscientious with good attention to detail
	
X


X


X




X
	
	




Application form/Interview

	
	
	
	

	

PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	· Self-motivated
· Ability to project a professional image when working with members of the public
· Flexible approach to work practices
· Ability to work independently and as part of a team
	X
X




X


X
	
	



Interview

	
	
	
	

	OTHER
	
	
	

	· Office based
	X
	
	Interview
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