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JOB DESCRIPTION

	Job Title:  Clerical Assistant

                  
	Grade:  Scale 2

	Service:  Legal Services
	Accountable to: Legal Practice Manager

	Current Postholder:   
· Vacant   
	Responsible for:  NIL

	Post No:    L128
	


Purpose of Job:

To provide administrative support, typing and word processing services and secretarial support to the shared Legal Services Teams at Charnwood and North West Leicestershire. 

Duties and Responsibilities
1.
Postal duties inclusive of scanning and attaching incoming mail and documents to the appropriate OMS file.

2.         Provision of typing, document formatting, collation, copying and engrossing of legal 

documents and sealing service.  

3. 
Purchase ordering, checking deliveries and processing invoices using the Agresso system, paying in cheques and petty cash administration, and ensure sufficient stationery supplies are available and reorder where necessary.

4.
Administration of sickness forms, flexi sheets and time recording for the Service and check locum timesheets. 

5.
Outlook diary management for the Head of Legal Services. 

6.
Undertake system administration for the Office Management System software (OMS)


used by Legal Services including:

· setting up new users and access rights and creating precedent documents; and

· ensure that User and Administrator manuals are updated as required by the Legal Practice Manager.

7.
Input data on to the OMS system including the scanning of documents. 

8.
Maintain the filing system and Strong room, including creating new files and archiving, and maintain and update the Legal Services library resources including encyclopaedia, legal publications and circulars.


9.
Maintain the office manuals and procedures in accordance with the direction from the Legal Practice Manager.
10.
Deal with general enquiries relating to the work of the Legal Service both by telephone, in writing and in person identifying and referring both specific and complex enquiries to the appropriate team member.

11.
Act as deputy Fire Drill Officer.

12.
Ensure that all tasks are carried out efficiently and in accordance with the targets identified.

13.
Undertake training and development appropriate to the role as determined by 


Performance Development Reviews.
14.      Maintain proficiency in the use of the Council’s standard IT equipment and desktop software including OMS consistent with the requirements of the post.

15.
As a term of your employment you can be required to undertake such other duties commensurate with your grade, and/or hours of work, as may reasonably be required of you at your initial place of work or at any other of the Authority’s establishments.

Note:
This job description outlines the main duties and responsibilities of the position and is designed for the benefit of both the postholder and the Council in understanding the prime functions of the post.  It should not be regarded as exclusive nor exhaustive as there may be other duties and requirements associated with and covered by the grading of the post.

This job description is current at May 2010

Management have the right to vary the duties after consultation with you.

AGREED

__________________

Human Resources Adviser

