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JOB DESCRIPTION AND PERSON SPECIFICATION

	Job Title:
	Clerical Officer

	HBC Grade:
	HBC 2

	Service:
	Children and Young People

	Division:
	Schools



	Main Purpose of the Role

	To provide the full range of clerical support to the Headteacher and School Office.




	Key Duties 

	1
	To provide a professional reception services including greeting visitors to the school and dealing with enquiries from staff, pupils, parents and visitors in the most appropriate manner.


	2
	Respond to telephone enquiries and take messages for members of staff as appropriate.  Assess the urgency of enquiries and refer them to the appropriate member of staff as required to ensure that effective and efficient responses are made.


	3
	Create and maintain records using both manual and computerised systems, to enable accurate information to be recorded and statistics to be collated.


	4
	Ensure that filing and filing systems are maintained and are kept up to date so that staff have access to full and accurate information.


	5
	Assist with the processing of data to enable accurate payments to be made, ensuring that the Council’s financial regulations and Schools policy and procedures are complied with.


	6
	Collect and reconciliation of school fund monies including collection of school meals, school uniform payments, school trips payments etc.


	7
	Typing and other word process work as required.


	8
	Organise distribution systems for the circulation of minutes, reports and other items of information, including photocopying and collation of documents.


	9
	Ensuring stationary supplies are maintained and ordered via computerised and paperwork systems.

	10
	Sorting and distributing the internal and external mail.


	11
	Undertake personal development through training and other learning activities as required.


	12
	To supervise, train and develop skills of support staff.

	
	

	13
	Attend and participate in meetings as required.


	14
	Be aware of and comply with policies and procedures relating to child protection, health and safety and security, confidentiality and data protection, reporting all concerns at an appropriate person.

	15
	Be aware of and support difference to help ensure everyone else has equal access to the facilities and feels valued, respecting their social, cultural, linguistic, religious and ethnic background.

	16
	Undertake any other duties and responsibilities as may be assigned from time to time, which are commensurate with the grade of the job.




The Council and its schools are committed to safeguarding and promoting the welfare of children, young people and adults and expect all staff, workers and volunteers to share its commitment. 
	Attributes 
	Essential Criteria
	How Identified (delete as appropriate for each criteria)

	EDUCATION/
QUALIFICATIONS
	Educated to GCSE standard including passes in English and Mathematics.

	Application / Certificate / References

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	EXPERIENCE
	Experience of dealing with the public.

	Application / Interview 

	
	General clerical experience.

	Application / Interview 

	
	Some previous experience of working in a team.

	Application / Interview

	
	Experience of managing filing systems for information storage and retrieval.

	Application / Interview

	
	
	

	
	
	

	KNOWLEDGE
	

	Application / Interview /Assessment

	
	
	Application / Interview /Assessment

	
	
	Application / Interview /Assessment

	
	

	Application / Interview /Assessment

	
	

	Application / Interview /Assessment

	
	

	Application / Interview /Assessment

	SKILLS & ABILITIES
	Ability to type.
	Application / Interview 

	
	Experience of using and inputting data into databases.

	Application / Interview 

	
	General experience of using IT in an office environment.

	Application / Interview 

	
	Knowledge of Microsoft products including Windows, Word, Excel and Access.

	Application / Interview

	
	
	Application / Interview

	
	
	

	OTHER REQS

	A good telephone manner with excellent communication skills.

	Application / Interview 

	
	A willingness to work as part of a team.
	Application / Interview 

	
	
	

	
	
	

	
	
	

	
	
	












	Attributes 
	Desirable Criteria
	How Identified (delete as appropriate for each criteria)

	EDUCATION/
QUALIFICATIONS
	Typing qualifications.
	Application / Interview /Assessment

	
	
	Application / Interview /Assessment

	
	
	Application / Interview /Assessment

	
	
	Application / Interview /Assessment

	
	
	Application / Interview /Assessment

	
	
	Application / Interview /Assessment

	EXPERIENCE
	Experience of setting up and modifying administrative and information systems.

	Application / Interview 

	
	Experience of using school computer systems eg., SIMS.

	Application / Interview /Assessment

	
	Experience of working in a school environment.

	Application / Interview /Assessment

	
	Understanding of the Data Protection Act.

	Application / Interview /Assessment

	
	
	Application / Interview /Assessment

	
	

	Application / Interview /Assessment

	KNOWLEDGE
	

	Application / Interview /Assessment

	
	
	Application / Interview /Assessment

	
	
	Application / Interview /Assessment

	
	

	Application / Interview /Assessment

	
	

	Application / Interview /Assessment

	
	

	Application / Interview /Assessment

	SKILLS & ABILITIES
	
	Application / Interview 

	
	

	Application / Interview /Assessment

	
	

	Application / Interview /Assessment

	
	

	Application / Interview /Assessment

	
	

	Application / Interview /Assessment

	
	
	Application / Interview /Assessment

	OTHER REQS
	
	Application / Interview /Assessment

	
	
	Application / Interview /Assessment

	
	
	Application / Interview /Assessment

	
	
	Application / Interview /Assessment

	
	
	Application / Interview /Assessment

	
	
	Application / Interview /Assessment




Please note: Front line posts with direct customer contact should include a statement detailing the spoken English language requirements of the post. 

For office use only: 
	Date Created:
	


	JE Ref:

	

	Date Agreed:
	




This job description is not intended to be either prescriptive or exhaustive; it is issued as a framework to outline the main areas of responsibility.
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