OPERATIONS AND NEIGHBOURHOODS
JOB DESCRIPTION

	Post:
	Clerical Officer
	Grade: D

	Service Unit:
	Public Protection
	Date: MARCH 2019


	Accountable to:
	Environmental Services Manager

	
	Assisting the Head   


	Purpose and Objectives of the job:

	

	1.
	To support Public Protection services by providing effective and efficient clerical and administrative support. 

	2.
	Liaising with the teams and call centre to ensure the information that is received is correctly recorded and made available.



	3.

4.
	The collation and processing of performance related data, use and allocation of resources, e.g. allocation of PPE and the ordering of items as required.

The drafting of written responses to complaints, requests for services, and other such documents as required by the Regulatory Support Officers.


	
	


MAIN DUTIES AND RESPONSIBILITIES 

1. To undertake clerical and administrative tasks within Public Protection, including the receipt and distribution of mail, general filing, ordering, scanning, financial tasks, record keeping and compilation of statistical information.

2. To collect and collate data and to update and amend information systems including computer based systems and to undertake the manipulation of data and use in the preparation of statistical or other reports.

3. To deal with enquiries and applications for services including internet based service requests. To progress chase service requests with officers on behalf of the customer.

4. To co-ordinate, maintain and manage the teams computerised management/financial systems and procedure, for example, to receive and process income associated with the activities of the team and to undertake the ordering and processing of invoices using the Aggresso System.
5. To provide direct control of the ordering and payment of goods and services for the Service.

6. To receive payments in respect of goods and services, fines, permits, passes, dispensations and, where necessary, to be responsible for the reconciling of all monies at the end of each working day.
7. To assist the Environmental Services Manager with the organisation, development and implementation of administrative systems within the service.

8. To take minutes of meetings and to carry out typing and word processing as required.
9. To carry out all other duties that are commensurate with the nature of the post and its level of responsibility.

10. The job holder must carry out their duties with full regard to the Council’s equal opportunities policy.

11. To ensure that all working practices undertaken within the section are in accordance with provisions of the Health and Safety at Work Act 1974 and associated regulations and codes of practice.

12. To operate from any office, depot or operational base located within the Borough as may be required.

13. To comply with all corporate security measures contributing to the security of both physical resources and data assets.

OPERATIONS AND NEIGHBOURHOODS
PERSON SPECIFICATION

CLERICAL ASSISTANT 

	Job Criteria
	Essential 
	Desirable



	Qualification and Experience


	
	

	Educated and/or experienced to a recognised relevant professional standard commensurate with the work activities required within the specialised field.
	(

	

	An excellent working knowledge of Microsoft Office and the tools within it
	(

	

	Experience of providing administrative support within a operational environment
	(

	

	Experience of providing administrative support for clerical and financial services areas
	
	(


	Specific Skills/Knowledge


	
	

	Knowledge of Tameside’s Financial control systems

	
	(


	Knowledge of computerisation and programmes
	(

	

	Excellent communicator 


	(

	

	A high level of knowledge of Regulatory issues. 

	
	(

	Excellent organiser


	(

	

	Current legislative, technical, development knowledge


	
	(


	The ability to think and communicate clearly orally and in writing
	(

	

	A working knowledge of Regulatory Services activities and understanding the effects of service delivery on people and communities.
	
	(


	Knowledge of Tameside’s values, policies, priorities and vision.
	(
	

	Use of the procurement systems and processes and the restriction placed upon its use
	
	(


	Demonstrate a strong understanding of and commitment to the principles of equality and diversity.


	(

	

	Personal Qualities


	
	

	A commitment to customer and staff care

	(

	

	Self motivated

	(

	

	The ability to work under pressure

	(

	

	Awareness of Equal Opportunities 

	(

	

	A clear communicator


	(

	

	The ability to work flexible hours

	
	           (


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 qualities, training, experience, etc.

