JOB DESCRIPTION

Service : Executive Support - Directorate Support
Post Designation : Business Support Team Clerk 
Post Objective : To provide a wide range of clerical support to the team as directed by the Admin Officer.

1. To be fully conversant with the Social Care Information Systems i.e IAS, ICS
· Input / Extract and maintain information

· General enquiries

· Ensure accurate and complete data for the service area.

2. Provision of an appropriate and courteous response to all forms of enquiries, taking message and making telephone calls etc as appropriate.

3. Provision of a reception service to all callers offering relevant advice / support as necessary.

4. Promoting good customer care with the awareness and ability to inform customers of the Authorities complaints procedures.

5. To provide a photocopying, filing, faxing and word processing service to the team.

6. Developing and maintaining effective admin systems and ensuring that all computerised and manual systems are updated and maintained to the appropriate standard.

7. To provide cover as and when required to support the needs of the service.

8. To be aware of and adhere to departmental financial procedures in relation to: Petty Cash, Cash Income and the ordering, receipt and payment of goods.

9. Arrange, administer and attend meetings as required.

10. To undertake relevant training and development as appropriate to the post.

11. Process and distribute incoming / outgoing mail.

12. To record, extract and collate statistical data as required.

13. Participate, as part of an administration team in the planning and development of services.

14. Maintain general / printed stationery and other sundry items to agreed stock levels.

15. To keep updated with all policies and procedures as relevant to your role.

16. To undertake such other duties as reasonably correspond with the general character of the post and are commensurate with the level of responsibility.

PERSON SPECIFICATION

Personal Requirements of Successful Post holder



Category

1.
Educational Standard/Qualifications/Membership

       of Professional Institutions (indicate grade)

BTEC National (Public Administration) 





D

NVQ Level 2 – Business and Administration 




D
Level of education consistent with demands of the post

and key skills section








E

Educated to GCSE standard (or equivalent)





E

An ability to fulfil all spoken aspects of the role with confidence



through the medium of English






E

2.
Experience

Previous Experience with Social Care / Health Authority 

or experience in a related environment





D

Wide range experience of general office tasks – filing, photocopying etc.

E

3.
Key Skills

Keyboard skills








E

High level of interpersonal skills consistent with communication

with clients and staff at varying levels





E

Organisational skills








E

Word processing








D

      4.   Key Knowledge

Knowledge of non – discriminatory practice





E

Working knowledge of Social Care / Health Authority



D

Appreciative of the needs of people who will access Adult Services

E









5. Key Aptitudes and Personal Qualities

Ability to contribute towards good team working




E

Ability to prioritise workload







E

Ability to work using own initiative






E

Ability to maintain confidentiality






E

Ability to work in a flexible and adaptive way in a changing environment

E

For information

Category (E)
-
Essential Recruitment


Without which the candidate would be unable to carry out the 


duties of the day

Category (D)

Desirable Features

Which would normally enable the successful candidate to perform the duties and tasks better and more efficiently than one who did not have the qualifications, training, experience etc

Category (A)

Added Value

Features which would contribute to the post holders overall ability and understanding of the duties and tasks involved and would possibly enhance their prospects of promotion due to wider experience etc.

