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To: COMMUNITY SERVICES COMMITTEE 

From: DIRECTOR OF COMMUNITY SERVICES 

Date: 9August2000 Ref: PJIAR 

NORTH LANARKSHIRE COUNCIL 

Subject: COMMUNITY EDUCATION 
CLERICAL GRADES 

REPORT 

2. BACKGROUND 

2.1 There are currently 22 clerical assistants graded GS 1 within community education based in area 
and project offices. Officially, the clerical staff report to the area manager and undertake work 
for professionally qualified community educatioddevelopment workers. However, as much of 
the work of these officers is outwith the office, tlie clerical assistants are often required to work 
unsupervised. This requirement was omitted from the original job description and was not 
considered in establishing the current grade. 

A further change in the duties and responsibjlities of the job has occurred with the addition of 
cash handling responsibilities. 

2.2 

2.3 Comparable posts elsewhere in the community seltices department are graded GS1/2. 

2.4 As a consequence of the change in duties in the post and having compared the post with duti, 
and responsibilities with comparable posts elsewhere in the department it is recommended that 
the posts be regraded to GS 1/2. 

3. FINATCIAL IMPLICATIONS 

3.1 
Number of Current Maxiillurn Proposed 
Posts Grade Salaiy Grade 

22 GS 1 &11,115 GS 112 

These costs wi l l  be met from the current revenue budget. 

M aximutli M axiiiium 
Salaiy cost 

E1 1,685 &12,540 
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4. RECOMMENDATIONS 

Members are asked to: 

(i) approve the regrading from GS 1 to GS 1/2 for each of the 22 posts involved 

(ii) refer the matter to the personnel services committee and 

(iii) thereafter authorise the director of community services to make the necessary contractual 
variations 
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Division: 

Post Title: 

Responsible to: 

Scale: 

Job Purpose: 

DEPARTMENT OF COMMUMTY SERVICES 

INTERIM JOB DESCRIPTION 

Community Resources 

Clerical Assistant 

GS 112 

The Clerical Assistant will be responsible for the efficient and effective 
performance of the full range of administrative and clerical related duties as 
allocated. 

Main Duties & Responsibilities 

1. Deal with enquiries from the public at reception or by telephone, provide relevant information or 
paperwork, or refer to a more appropriate member of staff or section. 

2. Work unsupervised, as required, on occasions when senior staff are unavailable. 

3. Prepare and process orderdinvoiceslaccounts for supplies and services. 

4. Provide typinglword processing/ data processing services when requested. 

5 .  Operate day to day office equipment such as a photocopier or fax. 

6. Prepare and process personnel information as required. 

7. Utilise and maintain relevant computerised office systems. 

8 .  Process customer bookings for departmental services e.g. school lets etc, including banlung and 
cash handling of payments. 

9. Maintain both manual and electronic filing systems. 

10. Compile and maintain financiaVstatistica1 records as directed. 

11. Process, disseminate and collect incoming and outgoing mail. 

12. Provide a photocopying service to all members of staff.. 

13. Participate in meetings as required. 

14. Adhere to all Departmental and Council procedures including the Health & Safety Policy. 

This job outline is intended to indicate the broad range of responsibilities and requirements of the 
post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular 
duties, the outline is considered to provide a reasonable general description of the post. 




