
North Lanarkshire Leisure Ltd 
 

Job Description 
 
Job Title: Clerical Assistant (Engineering) 
Post Reference: NLL 36/18 
Responsible to: Estates Maintenance Service Manager 
Grade: Grade 2 
  
 
Job Outline: 

 
You will provide a full range of clerical support to the organisation. You will be responsible to the 
Estates Maintenance Service Manager for the efficient performance of administrative duties as 
allocated. 
 
Main Duties and Responsibilities: 

 
1. Provide clerical and administrative support to the all sections within the organisation to 

deliver an effective level of service to managers. 
 

2. Carry out general clerical duties in support of the organisation including filing, typing, record-
keeping and photocopying. 

 
3. Provide clerical and administrative support to the LTS programme when required, including 

waiting lists, direct debits, cancellations, regularly check status of DD customers against 
those in MRM registers to ensure all customer are paying and input classes onto MRM 
system. 

 
4. Reconcile and process petty cash, reimbursing upon provision of official VAT receipts and 

authorised paperwork adhering to the company’s financial regulations. 

 
5. Prepare and process purchase orders for supplies and services via a paper/electronic 

system and also prepare and process accounts/invoices for payments adhering to the 
company’s financial regulations. 

 
6. Update and process requisitions through the Engineering Fault Reporting system. 

 
7. Deal effectively with all enquiries from customers, clients, stakeholders, managers, and staff 

providing a good quality customer experience. 
 

8. Input and extract data via statistical reports as directed by the Estates Manager. 
 
9. Update and maintain relevant absence records as required. 

 
10. Produce letters, memos, reports and any other correspondence using a variety of software 

packages. 
 
11. Process and distribute incoming and outgoing mail as required. 

 
12. Update mailing lists as required. 
 
13. Update and maintain electronic and paper filing systems. 

 
14. Provide Reception duties as required, receiving payments, recording receipts for services and 

being responsible for cash handling, reconciliation and security of all monies in your charge. 
 
15. Play a full and active part in the corporate approach to the overall running of the company. 
 



16. Participate in meetings as required and foster a good working relationship with other 
Departmental staff. 

 
17. Undertake such duties and responsibilities as may be required in terms of Health and Safety 

at Work Act 1974. 
 

This job outline is intended to indicate the broad range of responsibilities and requirements of the 
post.  It is neither exhaustive nor exclusive, but while some variation may be expected in particular 
duties, the outline is considered to provide a reasonable, general description of the post.  
 
It should be noted that you may be based in any of the offices within North Lanarkshire Leisure Ltd. 


