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Job DescriptionPRIVATE 

DESIGNATION


:
Porter / Clerical Assistant (P/T)
GRADE



:
Grade 3  
POST NO



:
0953/0165
DIRECTORATE


:
Democratic & Civic Support
UNIT




:
Corporate Support Unit
RESPONSIBLE TO


:
Corporate Support Manager
SUPERVISORY

RESPONSIBILITY FOR

:
No Staff

LIAISON WITH


:
Other Council Staff, Councillors, and Members of the Public
PURPOSE OF JOB
:
To provide an effective mail service throughout the Civic Centre and some other Council locations

To provide an effective portering service at the Civic Centre together with some security and maintenance tasks.

To provide a Clerical support function within the Corporate Support Unit    
 
MAIN ACTIVITIES

Mail – Receipt
1 To accept the early morning delivery from Royal Mail 

2 To sort all items delivered by Royal Mail, and all internal mail, ready for collection by offices / mail consolidation points.

Mail – Distribution

1 Record all Special / Recorded deliveries in the correct manner.

Mail – Despatch
1 To pass all outgoing mail through the Franking Machine, ensuring all items are sealed, weighed and Franked

2 To use Business Mails 1st and 2nd Class as the standard method of despatch where mail piece specification is met.

3 Stack mail ready for collection by Royal Mail by 12-30 and 16-30pm daily at the mail collection point in Phase 1 Basement. 

Franking Machine

1 To maintain an appropriate credit balance on the Franking Machine, bring any difficulties to the attention of the Corporate Support Manager

2 To report any faults to the Franking Machine engineer and arrange for repair.  Bring any undue delay to the attention of the Corporate Support Manager.

3 To ensure the appropriate Franking impressions are entered on to items as directed by the Corporate Support 
Manager.

4 To maintain stocks of Consumables items and re-order as necessary.
General

1 Consolidate Councillors mail on a daily basis and despatch by 1st Class mail.

2 To keep mail room and equipment in a clean and tidy condition and report any maintenance requirements to the Corporate Support Manager.

3 To collect and distribute daily / weekly newspapers.

4 Arrange for the despatch of consignments as necessary via the contracted courier.

5 To accept deliveries of consignments from couriers and deliver to final destination as required.

6 Have a thorough knowledge of the Council’s functional and geographic layout to ensure all mail both internal and external is properly routed.

7 To keep all mail secure and confidential at all times.

MAIN ACTIVITIES – PORTERING DUTIES

1 The receipt and distribution of all deliveries (other than mail) to the Civic Centre.

2 Daily, generate report from Committee Room Bookings 
3 Throughout the day prepare Committee Rooms for scheduled meetings, providing assistance if required for catering.

4 Replenishment of consumables in Toilets and Mini Kitchens.

5 Minor movement of furniture and furnishings within the Civic Centre

6 Receive and action or forward as appropriate Reactive Maintenance Requests.

7 Cleaning related duties including keeping the surrounds of the Civic Centre clean and tidy.

8 Removal of Bulk Waste from offices.

9 Certain tasks relating to the security of the Civic Centre, including out of hours call-out.

10 Basic maintenance tasks such as erecting shelves, repairing furniture, fixing notice boards etc.

11 Any other duties of a similar nature that may be required from time to time.

MAIN ACTIVITIES – CLERICAL DUTIES

1 To assist with the centralised filing system and associated computer index following Council policy on the archiving of material and culling of files as well as carrying out scanning, smart saving and indexing of documents as and when required using the EDRM system.

2 To assist with the bookings for the use of the Committee Rooms if required, and ensuring all requests for IT / AV equipment are met.

3 To monitor deliveries at the Basement door and arrange for a receipt and signature as required.
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