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Job Description and Employee Specification 

Clerical Assistant
Chief Executive’s


	Service: 

	Chief Executive’s 

	Division:
	Finance & Technology – Financial Controls & Systems

	Job Title:
	Clerical Assistant


	Responsible to:
	Team Leader


	Grade:
	NLC3


	Conditions of Service:
	SJC


	Date of last review:
	


	Job Outline

You will provide clerical support in respect of incoming and outgoing communications for Revenues and benefits as well as keying invoices and suppliers details to Creditors/Procurement systems.


	Main Duties and Responsibilities

1. To provide clerical/ administrative support to relevant staff within Finance.

2. Deal with enquiries from the public as appropriate.

3. General administrative duties – filing and photocopying.  

4. Dealing with incoming/outgoing mail.

5. Maintenance of records and statistical information.

6. Scanning and indexing of documents onto relevant systems.

7. Ensure that invoices, associated documentation and certification have been presented correctly to enable processing for payment.

8. To key invoices and supplier details onto a computerised system.

9. To deal with enquiries from Council services and suppliers.

10. Comply with North Lanarkshire Council’s Health & Safety at Work procedures and any relevant legislation and to ensure that safe systems of work are used at all times.

11. Any other duties appropriate to the grade as required by management.


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
	
	
	

	· Educated to standard grade or equivalent.
· Possession of an administrative qualification.
	
	X

X
	Application Form

Application Form

	
	
	
	

	WORK EXPERIENCE
	
	
	

	· Moderate experience within an admin/clerical environment.
	X
	
	Application Form/Interview

	· Clerical experience in a busy office environment.

	
	X
	Application Form/Interview


	KNOWLEDGE/SKILL/ABILITY
	
	
	

	· Clerical/administrative skills.
· Good communication skills, both oral and written.
· Ability to work as a member of a team and to be able to use initiative appropriately.
· Good keyboard skills and Information Technology skills.
· Knowledge of Microsoft Office.
· Ability to maintain a high degree of confidentiality regarding all aspects of work.
	X
X

X


X


X

X

	
	





Application Form/Interview


	· Good organisational skills.

	
	X

	

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	· Flexible and adaptable.
· Calm, pleasant manner.
· Able to relate to members of staff and public.
	X
X
X
	
	

Application Form/Interview

	· Self motivated.
	X
	
	

	· Enthusiastic.
	X
	
	

	
	
	
	

	OTHER
	
	
	

	· Satisfactory Level 1 Disclosure Scotland check 
	X
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