




DURHAM CONSTABULARY

JOB DESCRIPTION


	JOB TITLE:
	[bookmark: _GoBack]Front Counter Clerk

	
	

	COMMAND:
	Support 

	
	

	SCALE:	
	Scale 3

	
	

	RESPONSIBLE TO:
	 Assistant Support Services Manager

	
	

	JOB PURPOSE:
	To be responsible for the provision of an effective,
efficient and helpful service to members of the public and visitors attending the Police Office, as well as performing a range of administrative tasks.


	
MAIN DUTIES AND RESPONSIBILITIES

	1.
	To deal with enquiries from members of the public and visitors, both in person and over the telephone.  


	2.
	To record relevant details from persons reporting accidents, crimes and other incidents in accordance with Force policy, utilising various IT systems as required.


	3
	To check the validity of documents presented and produce reports/statements, ensuring statutory requirements are met.  Caution/report offenders if required.


	4
	To deal with persons answering court and police bail, or reporting to a police station for other purposes, ensuring records are accurately maintained.


	5
	To deal with reports of lost and found property, returning property to owners, and providing clerical support for processes associated with Evidence Related Property where required.


	6.
	To control entry to the Police Office, arranging escorts, visitor passes and car park passes; including monitoring of local CCTV equipment where required.


	7.
	To operate agreed systems for the issue and receipt of monies, including the operation of a local petty cash system in accordance with Force procedures.  



Please note that some of the Front Counter Clerk posts are required to provide support to other stations as part of arrangements to provide resilience and cover during absences.  

The duties and responsibilities outlined above cannot encompass or define all tasks which may be required of the post holder. The outline of duties and responsibilities given above therefore may vary from time to time without materially changing either the character or level of responsibility and these factors are reflected in the grade applied to the post.

		



































DURHAM CONSTABULARY

PERSON SPECIFICATION

JOB TITLE:			 Part Time Front Counter Clerk 
			
COMMAND:			Support  

	        

EMPLOYEE


	
APPLICANTS SHOULD POSSESS THE FOLLOWING:
	

ASSESSMENT
CRITERIA

	
Educational Attainment/
Professional Qualifications


	
· 4 G.C.S.E. levels (Grade 9 to 4/A to C) including English Language or Literature and Maths or an approved equivalent. 
· Applicants not in possession of the minimum qualifications may be required to undertake the Personnel Test Battery Series and must achieve a pass in all three papers.


	



· Sift/Interview




	
Work Experience



	
· At least 3 months clerical experience, e.g. photocopying, filing, preparing letters and documents from templates, incoming and outgoing postal duties, updating records and systems is expected

· At least one years previous customer service experience is expected

	
· Sift/Interview














· Sift/Interview

	
Knowledge/Skills/Aptitudes



	
· Basic numerical skills, e.g. addition, subtraction, simple multiplication or division, simple statistics

· Enhanced literacy skills, e.g. composing either original memos, letters or short reports on a regular basis, statement writing

· Enhanced keyboard skills, e.g. use of spreadsheets, inputting into database systems etc. where accuracy is essential but speed is not a key demand

	
· Sift/Interview








· Sift/Interview








· Sift/Interview






	
Disposition



	
· Able to work under pressure to meet specific deadlines

· Able to work on own initiative as well as part of a team

· Emotionally resilient in the face of opposition

	
· Sift/Interview




· Sift/Interview



· Sift/Interview


	
Special Requirements



	
· To be of the highest integrity

· To have a respect for diversity and be committed to the principles of Equal Opportunities

	
· Sift/Interview/Vetting


· Sift/Interview





































