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Job Vacancies List No 8
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.
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

Clerical Officer
£15,063 - £16,519   
ANG00809
Based at Carseview Road, Forfar, working within the Criminal Justice Service, you will assist with the provision of a clerical support service. Your duties will include word processing, dealing with telephone calls and reception, input to computer applications, filing and photocopying.
You must have good oral and written communication and numeracy skills and knowledge and understanding of administrative procedures and financial processes/documentation. Experience of using Microsoft Office packages and excellent keyboard skills, with a minimum typing speed of 40wpm, which will be tested at interview, are essential. You must be able to work as part of a team with minimum supervision, produce accurate work and work to deadlines. Experience of working in an office environment and dealing with the public is desirable. 

You must have two Standard Grades, or equivalent, one of which must be English, or a relevant SVQ Level 1 or NC, or relevant office experience. A European Computer Driving Licence award is desirable. 

For further information, please contact Alan Hope on (01241) 438383.
Closing date: Friday 18 March 2016

Administrative Assistant
£18,901 - £20,677  
ANG00810
Currently based at Fergus Square, Arbroath, but subject to change, you will work within the Criminal Justice Service and will be responsible for the line management, supervision and development of a number of clerical staff. You will be responsible for ensuring administration standards are achieved and maintained across the service area.
You must have experience of working in an office environment, knowledge and understanding of administrative systems and experience of financial procedures and controls. Good oral and written communication and numeracy skills are essential as is the ability to collate, organise and prepare returns and reports. 

Experience of Microsoft Office packages, excellent keyboard skills, the ability to produce accurate work, appraise situations and solve problems are essential and will be tested at interview. You must have the ability to work as part of a team, meet deadlines and work with minimum supervision.

An SVQ Level 2 in Administration or equivalent is essential.  A European Computer Driving Licence award and experience of supervising staff are desirable. 

A full, current driving licence and access to a vehicle are also essential. 

For further information, please contact Fiona Campbell on (01307) 476300.
Closing date: Friday 18 March 2016

Principal Teacher (Modern Languages)
£43,410
ANG00805*
Based at Montrose Academy.

This job is temporary to cover maternity leave.

Applications from Angus Council employees on a secondment basis will be considered.  You must have the approval of your line manager.
You must have the ability to become a member of the PVG Scheme.

For further information, please contact John Cavanagh on (01674) 662700.

Apply online:

https://www.myjobscotland.gov.uk/councils/angus-council/jobs/principal-teacher-modern-languages-42453
Closing date: Friday 11 March 2016
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