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JOB DESCRIPTION

Post Title:


Clerical Officer





Curriculum (LR/HE) and Curriculum Efficiency

Salary range:


Business Support Pts 9 - 13

Responsible to:

Administration Manager

Main Purpose

To provide clerical support to the staff within the Faculty and contribute to the efficient organisation and operation of the Faculty’s administration procedures.

Duties

1. To set up and maintain appropriate and effective administrative systems and procedures to support the work of the Faculty, as directed by the Administration Manager.

2. To undertake word processing duties as required to support the work of the Faculty.

3. To enter statistical data and management information relevant to the Faculty.

4. To set up and maintain filing systems as required.

5. To respond effectively and professionally to enquiries made in person and by telephone.

6. To assist with the issue of registers, record of work and collection and filing of same at year-end, as required.

7. To assist with the operation of the Faculty’s financial control systems under the direction of the Administration Manager.

8. To act as minuting secretary to meetings associated with the work of the Faculty, including the preparation of agendas and the arrangement of facilities.

9.
To collate, organise and use information within the area and support the Administration Manager in any reporting operations.

10.
To undertake appropriate staff development as agreed with the line manager to keep abreast of developments in appropriate areas of work.
11.
To work co-operatively with other areas of the College to provide a corporate College service, particularly at enrolment times and during academic vacations.

12.
To follow strictly the requirements of the College policies and in particular the Health and Safety Policy, Sustainable Development Policy and Equality/Diversity Policy and to maintain confidentiality in all aspects of College business.

13.
You may be required to undertake such other duties, commensurate with your grade and hours of work, as may reasonably be required.

You may be required to work at or from any building, location or premises of Wigan & Leigh College, and any other establishment where Wigan & Leigh College conducts its business.

Variation to this Job Description

This is a description of the job as it is at present, and is current at the date of issue.  The job description will be renewed and updated as necessary to ensure that appropriate revisions are incorporated, and that it relates to the job to be performed.  This process is conducted jointly with your Manager.  You are expected to participate fully in the review and, following discussion, to update your job description as is considered necessary or desirable.  It is our aim to reach agreement on reasonable changes.  However, if such agreement is not forthcoming, Management reserves the right to insist on changes after consultation with you. 

This College is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

The successful candidate will be required to apply for an Enhanced Disclosure in accordance with Part V of the Police Act 1997.  Further information about the Disclosure scheme can be found at www.direct.gov.uk 
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Wigan & Leigh College
Person Specification

Clerical Officer
Please use this Person Specification when completing the ‘Person Specification Requirements’ section of the Application Form.

Where appropriate you should give examples of how you meet the criteria, ie, it is not sufficient to say that you can communicate effectively; you should give examples of how you have used your communication skills effectively.
	                                                                                                             Essential/Desirable

	Knowledge


	

	· Level 2 literacy and numeracy qualifications 
	E

	· Level 2 qualification in Administration or to attain within 

      2 years of appointment
	E

	· Appropriate working knowledge of Microsoft Word, Excel,

      Access and Powerpoint
	E

	· Qualification in Information Technology
	D

	
	

	Competencies


	

	· Able to demonstrate:
	

	         effective communication skills
	E

	         effective organisation skills
	E

	         use of initiative
	E

	 a flexible approach to working hours and fluctuating

         work schedules

	E

	· Able to:
	

	         set up and maintain effective and supportive
	E

	         administrative systems and procedures
	E

	         work as a proactive team member
	E

	
	

	Other Requirements


	

	· Able to travel as necessary to fulfil the duties of the post
	E

	· Evidence of continuing professional development
	E

	· Suitable to work with children and young people in accordance with Government guidelines for safeguarding children
	E
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