COMHAIRLE CHONTAE LAOISE

LAOIS COUNTY COUNCIL
TEMPORARY CLERICAL OFFICER
QUALIFICATIONS

1.
CHARACTER

Candidates shall be of good character.

2.
HEALTH

Candidates must be in a state of health such as would indicate a reasonable prospect of ability to render regular and efficient service. 
4.
EDUCATION, EXPERIENCE REQUIREMENTS, ETC.

Each candidate must on the latest date for receipt of completed application form 
(i)
Have obtained at least Grade D (or a Pass), in Higher or Ordinary Level, in five subjects from the approved list of subjects in the Department of Education Established Leaving Certificate Examination or Leaving Certificate Vocational Programme,

or

Have passed an examination of at least equivalent standard,

or

Have had at least two year’s previous service in an office of Clerical Officer, Clerk/Typist (Clerical Duties), Clerk/Typist (Typing and Clerical Duties) or Clerk/Typist under a local authority or health board in the state.

or


Have satisfactory relevant experience which encompasses demonstrable equivalent skills.

and 

(ii)
Have a proficiency or aptitude with computers

The Role:
The Clerical office role is a key support position within the Council and is assigned to a service delivery (e.g. Housing, MyPay Shared Services Centre) or support functional area (e.g. Finance, Corporate Affairs) as required.

The role provides a comprehensive general administrative and clerical support to a section or department and assists with the smooth, efficient and professional operation of the section, department or division.  The role involves supporting managers and colleagues and working as part of a team in meeting work goals and objectives and delivering quality services to internal and external customers.

The duties of a Clerical Officer are varied and can involve assignment to different parts of the organisation or different areas of work.  The performance of the entire range of duties is not necessarily confined to any one individual within a section, as the work requires that employees in the role function in a flexible manner and work effectively together as a team to deliver required outcomes or outputs.

Clerical Officers performs a range of tasks including:

· Dealing with customers at a variety of levels through various means of communication.

· Processing applications for services in accordance with Council policies, procedures and plans.

· Carrying out a range of administrative tasks including photocopying, preparing letters/documents/presentations for public circulation, typing, minute taking, report/returns preparation, filing, arranging meetings, receipting/balancing payments including cash, handling internal/external mail.

· Operation of the financial system and other local government systems.

· Any other duties that may be assigned as part of the overall functioning of the relevant Department.

SALARY:
€25,102 to €41,089 LSI 1 in accordance with circular 03/2021 and annual performance-based increases

PENSION:

    The Local Government Superannuation Scheme applies

ANNUAL LEAVE:
    27 days
HOURS OF WORK:
    37 hours per week

The ideal candidate will possess:
· Excellent office administrative experience.

· Excellent organisational skills, with the ability to plan, organise and priortise work effectively.

· Strong verbal communication skills, being able to communicate effectively and appropriately with people at all levels.

· Strong interpersonal skills – working well with other employees, managers, customers and the public.

· Good written and proof reading skills, with grammatical proficiency.

· Excellent I.T. skills (including Microsoft Word, Access, Excel, Powerpoint, SharePoint etc.)

· Good numeracy.
· Ability to work effectively as part of a team.

· Ability to undertake work requiring accuracy and attention to detail.

· Ability to work to established deadlines.

· Understanding of the importance of confidentiality and the ability to deal with sensitive or confidential information in a discreet manner.

· Ability to take direction.

· Ability to be self motivated and work on own initiative.

· Ability be flexible in their approach to work.

Key Duties:

Details of Key Duties are outlined under ‘The Principal Terms and Conditions’ below.

Competencies for the Post:

Key Competencies for the post include the following and candidates will be expected to demonstrate sufficient evidence within their application form of competence under each of these. Please take particular note of these when completing the application form as any short-listing or interview processes will be based on the information provided by candidates: 

	Customer Service/Communication Skills
	· Actively listens to others and tries to understand their perspective/requirements/needs

· Understands the steps or processes that customers must go through and can clearly explain these.

· Is respectful courteous and professional, remaining composed, even in challenging circumstances

· Can be firm when necessary and communicate with confidence and authority

· Communicates clearly and fluently when speaking and in writing


	Team Work
	· Shows respect for colleagues and co-workers

· Develops and maintains good working relationships with others, sharing information and knowledge, as appropriate.

· Offers own ideas and perspectives

· Understands their role in the team, making every effort to play his/her part


	Planning and Organising Work
	· Deliver a high standard of service in line with work plans and schedules

· Manage time and workload effectively.

· Take initiative when he or she sees the opportunity to make a contribution


	Personal Effectiveness
	· Initiative and creativity

· Enthusiasm and positivity about the role

· Resilience and Personal Well-Being 

· Personal Motivation 

· Commitment to integrity & good public service values

· Understanding the structures and environment within which the local authority sector operates and the role of an Clerical Officer in this context 

· Knowledge of current local government issues 


The above duties and competencies are not intended to be a comprehensive list of all involved and consequently, the post holder may be required to perform other duties as appropriate to the post which may be assigned to him / her from time to time and to also contribute to the development of the post while in office. 
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