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Job Vacancies List No 48A
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.

CHIEF EXECUTIVES
Executive Support
Administrative Assistant
£18,901 - £20,677  
ANG00699*
This job is restricted to employees of Angus Council.
Based at Angus House, Forfar, you will work as part of a small team assisting in the provision of a comprehensive service to the Chief Executive’s Unit.  This will include budget monitoring, on a day-to-day basis, IDOX, procurement, minute taking and administrative support for various short term projects. Day-to-day supervision of a clerical officer, maintenance of various systems and ensuring financial records are maintained in line with council policy and various other administrative duties as required.

You must have experience of working in an office environment and knowledge and understanding of administrative systems.  Good numeracy and oral and written communication skills are essential as is the ability to appraise situations and solve varied problems, produce accurate work, collate, organise and prepare returns and reports, work to deadlines, with minimum supervision and as part of a team. You will have excellent keyboard skills and experience of Microsoft Office packages and financial procedures and controls. 

You must have an SVQ Level 2 in Administration or equivalent.

A European Computer Driving Licence award, the ability to contribute to the development of policies and procedures and experience of supervising staff are desirable.

For further information, please contact Elaine Whittet on (01307) 476099 or email WhittetE@angus.gov.uk.

Apply online:
https://www.myjobscotland.gov.uk/councils/angus-council/jobs/administrative-assistant-36214
Closing date: Friday 18 December 2015
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