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 Stockport Council

Job Description



	Job Title:        Clerical Assistant – Level B                    
Department:


Directorate :                      Children & Young People     

               
	Vacancy Number:
  

Salary Grade: 



	Post Reports to:                Headteacher

Post Responsible for:       No responsibility for staff



	Main Purpose of the Job:  
To provide an efficient and effective clerical support service for the Headteacher and staff of the 

school



	SUMMARY OF RESPONSIBILITIES AND PERSONAL DUTIES:

Major Duties and Responsibilities:

1. Clerical & word processing support duties

2. Reception and hospitality

3. Pupil admin records

4. Capitation & dinner money

5. Statistical returns 

Job Activities: 
1. To provide clerical and word processing support to the Headteacher and school staff. This includes word processing, filing, photocopying, telephone duties and the provision of hospitality

2. To act as the first point of contact for visitors/telephone enquiries, providing general advice, information, assistance where possible and redirecting as required

3. To assist in the enrolment procedure, checking/filing pupil records and updating the school's admissions registers (computerised and manual), maintaining class and dinner registers as necessary ensuring that all records are up to date

4. To maintain accounts for capitation and dinner monies. To balance books and complete summary sheets

5. to ensure the completion of statistical returns

(i) Local Authority / DCF returns

(ii) Weekly / Monthly returns eg staff absence, attendance

(iii) Records of transport and complete taxi returns for children who have transport to school

6. To process requisition orders, to maintain a record of orders passed and placed with suppliers  

7. To receive and distribute blue bag deliveries, ensuring the preparation/posting of outgoing mail 


	This Council is committed to safeguarding and promoting the welfare of children and young people and expects all staff within this area to share this commitment and to have understanding of the common core skills and knowledge.
To work positively and inclusively with colleagues and customers so that the Council provides a workplace and delivers services that do not discriminate against people on the ground of their age, sexuality, religion or belief, race, gender or disabilities.

To fulfill personal requirements, where appropriate, with regard to Council policies and procedures, health, safety and welfare, customer care, emergency, evacuation, security and promotion of the Council’s priorities.
To work flexibly in the interests of the service. This may include undertaking other duties provided that these are appropriate to the employee’s background, skills and abilities. Where this occurs there will be consultation with the employee and any necessary personal development will be taken into account.
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