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JOB                
       







OUTLINE






Closing Date:     
	Dept: 
Community & Wellbeing 

	Section: 
Revenues and Benefits Shared Service

	Post No: CORV04013

	Designation:  Administration Assistant 

	Grade: 
Apprentice 



	Purpose of Job:

To work as part of a team responsible for providing clerical and administrative support relating to all areas of Revenues and Benefits including operation of the document management system. 


	Main Duties/Responsibilities:

· To assist with the efficient operation of all functions associated with the document management system – scanning, indexing, storage, disposal and dispatch of documents. 
· To assist in the secure opening of post. 
· To prepare and batch all incoming Revenues and Benefits correspondence in preparation for scanning and indexing. 
· To record and return all original documents to their owners. 
· To refer any suspect documents to the Corporate Fraud Team. 
· To collect and distribute mail and dispatch documents, bills, notifications and statements etc. produced daily. 
· To assist with any other clerical duties when necessary, including creditors and postal remittances. 
· Ensure that all procedures are carried out and information given to the public is in accordance with current legislation, regulations and council policy, with particular emphasis on customer care.

· Actively contribute towards the requirements, standards and targets laid down by the Corporate Plan and the Service Business Plan. 

· To ensure that any matters restricting the quality of service provided are reported to Senior Officers

· To ensure that information is secure at all times.
· Participate in the Authority’s staff development review process.
· Ensure compliance with Health & Safety policies and Data Protection and Freedom of Information Act principles
· To fulfil upon request any task reasonably requested of him / her and falling within the range of his / her expertise.

This job description is current at the date shown below. In consultation with you it is liable to variation by management to reflect, or anticipate changes in, or to, the job.

The Council takes pride in offering equality of opportunity in employment and service provision.  It also has a statutory duty to promote race equality and all employees must be aware of that duty and work to the Council’s equality standard.



	In addition, other duties at the same level of responsibility may be allocated at any time           

Date Produced: Jan 25


Position in Departmental Structure:-

Assistant Director (Head of Revenues and Benefits Shared Service)
|

Business Support Manager

|

Operations Manager
I

Administrative Officer (Team Leader)

I

Administration Assistant 
