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JOB DESCRIPTION FORM

	JOB TITLE:
	Post Room Assistant


	DATE COMPILED / AMENDED:
	June 2022


	DEPARTMENT:
	Finance


	COMPILED BY:
	LC


	Job No:
	



JOB OUTLINE

Purpose
Post Room assistant

Duties
1. Ensure the smooth running of the Post service
2. Sort & scan incoming Post
3. Frank & seal outgoing Post
4. Along with the rest of the team, machine & hand insert daily bills, green waste stickers & any other inserting.
5. Contact departments after post sort is completed daily by phone or email.
6. Receive parcels & notify addressees by phone or email.
7. Contact Quadient if inserting or franking machines have issues or need servicing.
8. Assist print room with any finishing needs if time allows.
9. 15 to 18 hours a week.

RESPONSIBILITY AND AUTHORITY
	Staff
	None


	Financial
	None


	Equipment
	Normal office equipment


	Other
	Good level of customer service




RELATIONSHIPS
	Accountable to:
	Senior Print and Post Officer


	Contacts with other people:

	


	a)
	Own Department
	Print and Post room staff


	b)
	Elsewhere within the
Council

	Widely

	c)
	Outside the Council
	Customers, suppliers



PHYSICAL CONDITIONS
	Location:
	Bishops’ College 


	Exertion:
	

	Accident/Health Risks:
	Normal for a post of this nature.




ECONOMIC
	Grade:
	E25

	Hours:
	

	Overtime:
	As and when required and to be taken as time off in lieu.


	Car allowance:
	None




Other

	Is this an alcohol restricted post?
	No




EMPLOYMENT CHECKS REQUIRED FOR THIS POST 
The Council is required by the Home Office to carry out standard checks for all employment under the Asylum and Immigration Act 1996.  These checks require you to provide proof of your right to work in the U.K.  If you are invited to interview we would need to see your original passport or full birth certificate or an appropriate letter/document issued by the Home Office. We also require proof of your permanent National Insurance Number (a P45, P60, NINO card or a letter from a Government Agency).  If you cannot produce any of these documents or are unsure whether the documents you have provide the necessary proof please contact the Personnel Office for advice prior to your interview.

EMPLOYMENT OF EX-OFFENDERS
The Council’s policy on the employment of ex-offenders is as follows:-

Broxbourne Borough Council aims to promote equality of opportunity for all with the right mix of talent, skills and potential. We therefore welcome applications from a diverse range of candidates. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. Unless the nature of the work demands it, people will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974. Having an ‘unspent’ conviction will not necessarily bar any individual from employment. This will depend on the circumstances and background to the offence(s).  The Council abides by the Code of Practice for Registered Persons and other recipients of Disclosure information, copies of, which are available on request.

DISCLOSURE AND BARRING RECORDS CHECK
As this post has substantial access to children or vulnerable adults or is based at premises deemed to be school premises or is subject to legal protection or administers justice it is a condition of any offer of employment that the Council applies for and has received the outcome of the Disclosure of any criminal record.  As part of this process you will be required to provide documentation relating to your identity and also complete an application form.  The outcome of the Disclosure of any criminal record must be received before potential candidates can start in post.  There is a requirement that this will be repeated every three years after employment. 

EQUAL OPPORTUNITIES 
All staff are reminded that they must comply with Council Policy on Equal Opportunities to ensure the fair and equal treatment of all Council staff and customers.

SAFEGUARDING CHILDREN AND VULNERABLE ADULTS
All employees are responsible for ensuring the safety and welfare of children and vulnerable adults in the course of their daily duties.  All staff are required to understand and adhere to the Council’s Safeguarding policies and procedures as they apply to their own role, to make referrals concerning child or vulnerable adult welfare to the Designated Child Safeguarding Officer, and to co-operate with other agencies around child protection investigations.

SPOKEN ENGLISH
For public-facing roles involving regular telephone and face-to face conversations with the public, the ability to converse at ease with members of the public and provide advice in accurate spoken English is essential in this post

If you have any query relating to these required checks, as stated above, please do not hesitate to contact Personnel and Payroll.
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