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Job Vacancies List No 04
Apply on-line at www.myjobscotland.gov.uk
Alternatively phone our ACCESSLine on 03452 777 778
or e-mail accessline@angus.gov.uk quoting the job reference number, your name, address, postcode and where you saw the job advertised.
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You can also register for Job Alert e-mails to be sent to you when jobs matching your search criteria are added to the website – visit www.myjobscotland.gov.uk for more information.
The myjobscotland website has changed.

Myjobscotland have now launched their newly designed website.  If you have registered for job alerts and/or applied for a job with myjobscotland prior to January 2015, you will need to re-register on their new site.  There is an option on the new site to access your old account, including your previous applications.

Jobs marked * are open to applications from employees of Angus Council

only, ie permanent, temporary or supply staff.

To access these jobs on our recruitment website either go to the Job Vacancies section on the Corporate Intranet or use the address shown below the job.

People
School Technician
Montrose Academy - £11,787 - £13,689 (Bar at £12,338)

ANG00744

Brechin High School - £7,121 - £8,270 (Bar at £7,454)

ANG00751
Based at either Montrose Academy, working 24 hours per week, by arrangement, on a permanent basis or Brechin High School, working 14.5 hours per week, by arrangement, on a temporary basis until 30 June 2017, you will provide technical support to teaching staff within the school.

Progression beyond the above salary bars is subject to completion of additional training courses.

Applications from Angus Council employees on a secondment basis will be considered for the job at Brechin High School.  You must have the approval of your line manager.

You will have an ONC in science/laboratory/technology or an equivalent qualification with a qualification or appropriate experience in the use of wood working and/or engineering machinery being desirable.

A working knowledge of health and safety regulations and hardware such as audio visual, reprographics and IT equipment is essential, as are good oral communication and time management skills and the ability to prioritise and plan work. You will be self-motivated, enthusiastic, have the ability to liaise with teaching professionals and pupils and work as part of a team.

Experience of working in an educational or other appropriate technical or laboratory environment is desirable.

You must have the ability to become a member of the PVG Scheme.

For further information, please contact:  

Donna McIntosh on (01674) 662700 for Montrose Academy

Lorna Hutton on (01356) 622135 for Brechin High School
Closing Date:  Friday 19 February 2016

Resources
Corporate Improvement and Finance

Administrative Assistant
£18,901 - £20,677  

ANG00747*
This position is restricted to Angus Council employees within the Incomes/NDR and Recovery teams of the Revenues Service.
Based at Invertay House, Monifieth, you will be part of a team responsible for the billing and collection of business rates, carry out reconciliations for all the monies received and provide a telephone payment service. You will also deal with the collection and recovery of sundry debts. 

You will be required to communicate effectively, often in difficult circumstances, in order to maximise collection levels and deal with queries from business ratepayers via telephone, face-to-face or in writing.

This job is temporary until no later than 31 March 2017 on a secondment basis.  You must have the approval of your line manager.
You must have an SVQ Level 2 in Administration or equivalent and experience of working in an office environment, dealing with the public and knowledge and understanding of administrative and financial procedures and controls. 

You will also have good numeracy, oral and written communication skills, excellent keyboard skills and experience of Microsoft Office packages, in particular Microsoft Excel. The ability to collate, organise and prepare returns and reports, appraise situations and solve varied problems, work to deadlines, contribute to the development of policies and procedures, work with minimum supervision or/and as part of a team and to produce accurate work is essential. 

You will also be required to supervise the team members within Incomes/NDR.

A European Computer Driving Licence award is desirable.

Apply online:  
https://www.myjobscotland.gov.uk/councils/angus-council/jobs/administrative-assistant-39956
For further information, please contact Fiona Shepherd on (01382) 536548.
Closing Date:  Friday 19 February 2016

Legal and Democratic Services

Senior Solicitor
£38,066 - £40,996  

ANG00748
Based at Angus House, Forfar, you will work as part of the legal team providing property, contract and general legal advice. The workload of the legal section is varied and dynamic and you will specialise in dealing with complex property and contract issues for the council and legal and democratic services. You will be responsible for a discrete portion of legal work within legal services, provide advice and guidance to committees and ensure the provision of a high quality legal service to officers and members of the council. You will be responsible for supervising other members of the team.
You will be admitted as a solicitor by the Law Society of Scotland and have a current Practising Certificate in addition to post-qualifying experience. 

You will have experience of dealing with complex legal issues in conveyancing and/or procurement/contracts. 

Experience in giving advice on and dealing with housing matters would be desirable as is experience of working in a local government legal practice.

Experience of procurement law, advising on complex local government projects or initiatives, planning legislation and planning obligation agreements or data protection and freedom of information would also be desirable.

You must be self-motivated and have excellent organisational, time management and oral and written communication skills, as well as the ability to interact with people at all levels, prioritise workloads and meet deadlines. 

Experience of managing staff is desirable. 

You must be willing and able to participate in an out-of-hours standby rota for child protection matters. 

This post is subject to a basic disclosure check.

For further information please contact Anne Garness on (01307) 476257.

Closing Date:  Friday 19 February 2016

Assistant Registrar
£8,311 - £9,677 (Bar at £9,114)

ANG00757
Based at the Registrar's Office, Forfar, working 20 hours per week, Monday to Friday, 1pm to 5pm, you will assist with the efficient running of the office which handles the registration of births, deaths, marriages and other associated duties.
With four 'O'/Standard Grades at grade 3 or above, including English, or equivalent, you must demonstrate discretion and confidentiality and have good customer care and oral communication skills. You must also have good written communication skills including clear and legible handwriting, an ability to produce accurate work and be confident in public speaking, all of which will be tested at interview.

You must have the Certificate of Proficiency in the Law and Practice of Registration or achieve this qualification by being committed to undertake training, assessment and formal examinations within an agreed timescale. Progression to grade LG4 will be dependent on achieving this qualification.

You must have the ability to carry out civil marriages and other ceremonies outside normal office hours, including at evenings and weekends, both within the office and at other council approved venues.

Knowledge of the Forward Electronic Register (FER) and Digital Images of the Genealogical Records of Scotland's People (DIGROS) is desirable as is experience in the registration service, cash handling and Microsoft Office packages.

 If you have been declared bankrupt, you must have attained a Certificate of Discharge and there can be no conflicts of interest.

A full, current driving licence and access to a vehicle for business use are essential.

This job is subject to a basic disclosure check.

For further information, please contact Sandra Pattie on (01307) 464973.
Closing Date:  Friday 19 February 2016

Angus Alive
Receptionist
£4,778

ANG00754
Based at Arbroath Sports Centre, working an average of 11.5 hours per week, based on a 4-week rota including weekdays, evenings and weekends, you will be the first point of contact dealing with all incoming customers, taking cash/cheque payments, operating a computerised till system and dealing with customer enquiries at the desk and over the telephone.

You must have an SVQ Level 1 or equivalent in Office Administration or related subject, with experience of working in an office environment, dealing with the public and handling cash.  Good keyboard, customer care and oral and written communication skills in addition to a friendly outgoing personality and a flexible approach to work are essential, as is dealing with the public, the ability to work on your own initiative and as part of a team.

Knowledge of health and safety, attendance at training courses, willingness to participate in centre programme and wear council uniform at all times are also essential.

Good administration skills are desirable.

For further information please contact Gail Mallarkey on (01241) 438190.

Closing Date:  Friday 19 February 2016

Leisure Attendant (2)
£4,155 - 10 hours 

ANG00753

£4,986 - 12 hours

Based at Arbroath Sports Centre, working an average of either 10 or 12 hours per week, based on a 4-week rota which includes weekdays, evenings and weekends, you will assist in the day-to-day operations of a busy leisure facility.  Your duties will include pool supervision, fitness suite inductions, cleaning, setting up equipment, assisting at reception and ensuring that all areas are ready for customer use. 

You will be asked to indicate on your application form which position/s you are applying for.
You must have three 'O'/Standard Grades at grade 4 or above including English, or equivalent, along with a RLSS Pool Lifeguard qualification or be able to achieve this within three months. You must also have good oral and written communication, customer care and numeracy skills along with knowledge of health and safety, and a flexible approach to work.

A friendly, outgoing personality, the ability to use your initiative and work as part of a team and experience of working with members of the public are essential.  A willingness to attend training/meetings, participate in centre programme, wear council uniform as required are also essential.

Experience of working in a leisure facility, an ISRM Pool Plant Operator Certificate, First Aid certificate and Leisure and Recreation Modules are desirable.

You may also be required to provide cover at other leisure facilities within the Angus area.

You must have the ability to become a member of the PVG scheme.

For further information, please contact Gail Mallarkey on (01241) 438192.
Closing Date:  Friday 19 February 2016

Car Park Attendant (Seasonal) (4)
£7.97 per hour 

ANG00755
ANGUSalive Ranger Service offers a varied programme of conservation, education and recreational activities in Monikie, Crombie and Forfar Loch Country Parks and throughout Angus. Based at either Monikie or Crombie Country Park, working a minimum of 5 hours per week on a rota basis, you will be responsible for the general tidiness of the car park as well as patrolling and directing vehicles. 

These jobs are temporary from 26 March 2016 until no later than 30 September 2016.

You will be asked to indicate on your application which position/s you are applying for.
You must have three 'O'/Standard Grades at grade 3 or above and good oral communication and numeracy skills with the ability to work as part of a team and unsupervised. A flexible approach to work is essential as shift and weekend work is involved. 

Experience of working with members of the public is desirable as is cash handling experience and a first aid certificate.

For further information, please contact Lesley Wood on (01241) 860360. 
Closing Date:  Friday 19 February 2016

Receptionist (Seasonal)
£7.97 per hour 

ANG00752
ANGUSalive Ranger Service offers a varied programme of conservation, education and recreational activities in Monikie, Crombie and Forfar Loch Country Parks and throughout Angus. Based at the Ranger Base, Glen Doll, working a minimum of 25 hours per week, including weekends, you will carry out reception duties, including cash handling, clerical assistance and cleaning duties.

This job is seasonal and temporary starting from 21 March 2016 until no later than               30  September 2016.
You must have three 'O'/Standard Grades at grade 3 or above, or equivalent, or relevant office experience. Good keyboard skills, experience of Microsoft Office packages (including Word and Excel), experience of cash handling and reconciliation and dealing with the public are essential. You must also have good customer care and oral and written communication skills and be able to work on a rota basis, including weekends.

Experience of working in a reception, the ability to work as part of a team and unsupervised and a First Aid Certificate are desirable.

For further information, please contact Graham Christer on (01575) 550233.
Closing Date:  Friday 19 February 2016
Apply on-line at www.myjobscotland.gov.uk                   Part of  

