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CLERICAL ASSISTANT – BACKGROUND INFORMATION

Ayrshire Housing has a stock of almost 1,500 houses.

Ayrshire Housing has twenty staff with the Director, Jim Whiston, having executive responsibility for the Company’s day-to-day operations.   The Director reports to a Board of Trustees comprising of Members from South Ayrshire Council, the Community and Tenants.  

It is a company limited by guarantee with charitable status and is regulated by The Scottish Housing Regulator.

Conditions of Service

Ayrshire Housing subscribes to the Employers in Voluntary Housing salary structure and conditions of service.  25 days annual leave plus 15 public holidays are offered.  The company also offers a final salary pension scheme.

The organisation has a no smoking policy and is an equal opportunities employer.

	Person Specification – Clerical Assistant
	Essential
	Desirable

	HNC or relevant qualification
	√
	

	Standard Grade English or equivalent
	√
	

	Minimum of 3 years experience in a customer focussed environment
	√
	

	Keyboard skills
	√
	

	Ability to deal sympathetically with the public
	√
	

	Excellent verbal and written communication skills
	√
	

	Ability to work flexibly within a small team
	√
	

	Proficient with computers, with a knowledge of Microsoft Office packages
	√
	

	Ability to work under pressure
	√
	

	Have a willingness to learn
	√
	

	Experience of the RSL/Voluntary Sector
	
	√

	Knowledge of SDM management systems
	
	√


Essential:
Attributes under this heading are essential for adequate job performance i.e., the job cannot be performed unless these factors are present.

Desirable:
These are attributes, which are not essential, but if they are present will enhance the effectiveness of work performance.
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	Job Title:


	Clerical Assistant

	Responsible To:


	Finance & Corporate Services Officer

	Grade:


	Grade 2 (£13,324.00 to £13,905.00)

	Location:


	Main Street, Ayr

	Job Purpose:


	The post-holder will, in the main undertake reception duties but will also be responsible for a range of other office functions.  

In particular, the post-holder will:

· Carry out all reception duties.

· Deal with general enquiries from users and the public.

· Deal with initial repair requests in conjunction with Maintenance Officers and Housing Assistants.

· Deal with initial housing applications in conjunction with the Housing Manager.

· Assist in the processing of housing applications.

· Assist with the processing of invoices through the purchase ledger system.

· Assist in the maintenance of computerised tenant, property and applicant records.

· To assist the Administrative Assistant and Director with the administration of the Company’s Health & Safety systems.

· Maintain computerised records.

· Collect information and maintain a computerised complaint register.
· Provide general clerical and administrative support to Ayrshire Housing staff.

· Carry out any other duties as may be required.




