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	Group:


	 FORMDROPDOWN 


	Section:
	Regional Social Care Workforce Development Service


	Sub Section:


	Business Support

	Post Title:


	Clerical  Assistant

	Vision Post Number:


	     

	Grade:


	4

	Responsible to:


	Business Support Officer

	Posts Reporting to this Post:

	N/A

	Team:
	Business Support

	DBS Required Level:

	None

	Location:


	Rock Grounds, High Street, Aberdare

	Date of Description:


	August 2011


Job Description & Person SPECIFICATION 

Key Objectives

To assist with the effective running of the business support function within the Cwm Taf Social Care Workforce Development Service.
SPECIFIC RESPONSIBILITY

To arrange courses and events, liaising with both internal and external suppliers and agencies to book facilitators, venues, catering, external conferences, travel and accommodation.
To input a range of information into SDMS training database as required and create and maintain course files ensuring accurate information is held.

To design and ensure timely distribution of course flyers, programmes, certificates and registration forms for all courses, updating all as and when required due to ever changing requirements.

To deal with incoming/outgoing mail, ensure timely and effective distribution.

Take messages for colleagues and deal with all telephone enquiries in a polite and efficient manner.

To provide a range of appropriate clerical duties as required, including photocopying, faxing and filing.
To provide a good standard of word processing duties for the Team,  

To support other administrative staff in maintaining appropriate filing systems.

To provide cover for other administrative staff and assist with reception duties, as appropriate.

Any other duties commensurate with grade/experience and as determined by your line manager, or as a mutually agreed development opportunity.

To carry out health and safety responsibilities in accordance with the Division's Health and Safety Responsibilities document.

To undertake such other duties and responsibilities commensurate with the grade, as may be reasonably required by the Service Director.
 

THE CONTENTS OF THE DOCUMENT WILL BE SUBJECT TO REVIEW FROM TIME TO TIME IN CONSULTATION WITH THE POST HOLDER.   JOB DESCRIPTIONS MAY BE AMENDED TO REFLECT AND RECORD SUCH CHANGES.

 

Protecting Children and Vulnerable Adults is a core responsibility of all staff.  

All safeguarding concerns should be reported to the Cwm Taf Multi-Agency Safeguarding Hub (MASH).
PERSON SPECIFICATION

This Person Specification sets out the knowledge and/ or qualifications and/or qualifications, past experience and personal competencies that would be ideal for this particular post.

The Knowledge/ Qualifications and Experience sections describe what is required in terms of the technical ability that is needed to do this job successfully.

The Competencies section describes the kinds of non-technical skills, abilities and personal characteristics that the ideal person for this particular role would have. The competencies describe how that person would ideally work with other people and how they would approach their responsibilities.

The Special Conditions and Professional Requirements section describes any other qualities appropriate to the particular circumstances associated with this role.

	ATTRIBUTE
	ESSENTIAL
	DESIRABLE

	KNOWLEDGE / 

EDUCATION 


	Welsh Language Level 1 - All employees will be required to undertake a basic Welsh Language Induction to reach this level. Please refer to The Welsh Language Skills Guidance online www.rctcbc.gov.uk/WelshSkills
	Welsh Language Level 2 - Level 5. Please refer to The Welsh Language Skills Guidance online www.rctcbc.gov.uk/WelshSkills

	EXPERIENCE
	Relevant office based experience, inputting and retrieving data from computer based systems.                      

Experience of Window based packages and data quality processes
.
	     

	COMPETENCIES  
	

	Working in a Team
	Is open about difficulties and asks for support when necessary.

Ensures that your way of working has a positive impact on others in the team.



	Communicating effectively
	Passes on correct information to the right person.


	Achieving results
	Consistently delivers high quality outcomes.
Follows relevant policies and procedures and legislation
.

	Personal effectiveness
	Has strong computer skills and effectively uses current computer systems.
Is eager and willing to learn new skills
.

	Focusing on Service Users
	Has a positive attitude towards helping people and is willing to go that extra mile.


	Complying with Health and Safety
	Takes responsibility for complying with all relevant Health and Safety procedures and legislation.


	SPECIAL CONDITIONS AND PROFESSIONAL REQUIREMENTS
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