JOB DESCRIPTION

CLERICAL ASSISTANT

Post Objective: 
To provide a wide range of clerical support to the team.
1. Deal efficiently and courteously, with tact and diplomacy, to all queries and correspondence, both written and verbal from a wide range of internal and external customers.
2. Complete all documentation and correspondence accurately and to a high standard in line with procedures and within agreed timescales.
3. To provide a photocopying and word processing service to the team
4. To maintain effective admin systems - ensuring that all computerised and manual systems are updated and maintained to the appropriate standard.

5. Update and extract information from management information systems accurately and competently as required including the retrieval and collation of reports and statistical data to agreed procedure.

6. Arrange, administer, minute and attend meetings as required.

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

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

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

10. To work across the service and 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)

NVQ Level 2 – Business and Administration 





D

Level of education consistent with demands of the post and key skills section

E

Educated to GCSE Grade C standard in English and Maths (or equivalent)

E







2. Experience

Previous experience within Education/Learning





D

Wide-range experience of general office tasks e.g. scanning, photocopying etc.

E






 Skills

Keyboard skills









E

High level of interpersonal skills consistent with communication with clients and 
staff at varying levels








E

Organisational skills









E

IT literate










E
4.   Key Knowledge

Knowledge of non –
discriminatory practice





E

Good working knowledge of Microsoft Office including Excel






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 Requirement without which the candidate would be unable to carry out the duties of the post.

(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.
