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	JOB DESCRIPTION


	Job Number:
	N1072

	
	

	Service:
	Operations Group – Learning and Achievement – Children’s Centres and Traded Units

	Job Title:
	Clerical Assistant – Early Help Services

	Reports To:
	Finance and Data Officer – Early Help Services

	Main Purpose of Job: Briefly – what is the job there for and why is it being done?  Attach a brief organisation chart to show where the job fits.

	Undertakes a range of responsibilities to support the service, as required by the Line Manager, in the delivery of a professional personnel service to all departments and external clients.

	Main Responsibilities and Duties: What needs to be done? – Describe the main responsibilities and duties required of the job.  This should include responsibilities for the support or management of clients, employees, budgets, processes and equipment.
	% of Time

	The actual duties and percentage of time for each duty undertaken will vary in accordance with the requirements of the Line Manager.

1. Answers telephone enquiries to ensure that an effective service is provided to customers by either passing the calls to a colleague or dealing with basic requests for information and literature.

2. Updates and maintains a variety of computerised record systems and produces reports as necessary.

3. Updates and circulates a variety of manuals and information.

4. Provides general support to all senior staff within the service, includes opening, sorting, collection and distribution of post, photocopying, arranging duplicate/printing, sending faxes, ordering documents and resource material,.

5. Ensures an adequate supply of all stationery items are available to staff and orders items from the Central Stationery Store.

6. Assists in collecting information or collating computer data as requested.

7. Acts as the first point of contact for the service.  Provides a reception service for visitors and provides telephone cover for other groups, as required.

8. Uses word-processing equipment to produce lists, basic correspondence using standard paragraphs stored on the system and material for training and presentation purposes.

9. Maintains the filing system, including making up new files and the regular review and archiving of files.
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	Facts and Figures: Give facts and figures that help to give a picture of the job.  This should include any statistics relevant to the job, for example the number of clients supported, type and value of equipment, resources or premises for which the job has responsibility, size of budgets controlled or which the job has some impact on and, if appropriate, numbers of staff managed.

	Provides support to colleagues and officers across the service.

	SUPPORTING PROCESSES

	Problem Solving and Creativity: Give examples of the problem solving and creativity involved in the job.  This should include resolving issues over interruptions to work deadlines, priorities and changing demands.  How often do these issues occur?

	Undertakes a range of clerical support duties for the service and will be required to provide basic information, input and extract data, which requires a knowledge of the word processing system.  Day to day problems/issues can be solved within agreed procedures, although any non-routine problems would be referred to the Line Manager.

	Decision Making: Give examples of the types of decisions which the job has responsibilities for making, including where appropriate those relating to resources, budgets and employees. Show where there is authority of freedom to act and where there is an impact via recommendations or advice.

	Some of the day to day work is subject to defined procedures, eg collection and delivery of post, filing, SAP, eStart etc.  Deals with telephone enquiries and visitors in the most appropriate manner.  Operates within agreed guidelines and procedures and seeks advice, as necessary.

	Physical Effort and Working Conditions: Give details and the frequency of any special effort needed, including the prolonged or frequent use of IT equipment and describe any particular working conditions, other than those encountered in a normal office environment, to which the job holder is subjected eg noise, outside working, unpleasant surroundings.

	Work is usually undertaken in a normal office environment within the Centres across the five district areas.  Children’s Centre opening hours may vary depending on services offered, but can be open to the public from 8:00am to 6:00pm, Monday to Friday. The postholder may occasionally be required to work at weekends.

Children’s Centres can be noisy environments to work in, dependant on nature and number of activities taking place.


 Daily use of IT, but not usually more than 2 hours a day.  There will occasionally be some lifting and carrying, eg files and stationery.

	Contacts and Relationships: Give details of the range and type of people within the Council or external organisations and including the recipients of services it is necessary to contact in order to carry out the responsibilities of the job.  What is the range and purpose of the contact eg providing information or advice, directing, monitoring, influencing, motivating.

	Daily contact with the colleagues in the service.  Contact with other staff in the Early Help Service, including the members of the Management Team and as the first point of contact, with staff from other departments, client organisations as well as other staff across the Council including elected Members and senior managers.  Contacts are to pass and receive information and to receive instructions on the work to be carried out.

	Additional Information: Anything else which is relevant to the job which is not adequately covered elsewhere.

	

	Knowledge, Skills and Experience: (To be completed by the Line Manager) The minimum general education standard, qualifications, training and level of experience required by the job holder to be fully effective in the job.  Note that this information should relate to the requirements of the job and not what may be available from existing job holders.

	Requires a knowledge of clerical and office duties and procedures and must be able to carry out a range of typing duties, which requires a  knowledge of word processing equipment and the system’s capabilities, including spreadsheets and databases.

A good standard of education is required, such as, GCSE’s or NVQ level 2 and at least 6 months experience.

	Agreed that the Job Description is a fair and accurate statement of the requirements of the job:

Job Holder:  ………………………………………………………….
Date: …………………

Line Manager: ………………………………………………………
Date: …………………

Designated Senior Manager: ……………………………………..
Date: …………………
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