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JOB DESCRIPTION

JOB TITLE:				Post Office and Banking Hub Clerk

PLACE OF WORK:			Hailsham Post Office

HOURS OF WORK:			Part time to cover some or all of the following:

11.00am-3.00pm Monday to Friday 
Monday 8.30am-5.30pm (with unpaid break of one hour) 
Saturday 8.30am-1.00pm 

ALLOWANCES:                                Casual car user allowance 

REPORTS TO:			Post Officer Manager


A	Main Purpose of the Job

Dealing with customers and using computers to aid sales and other transactions, providing an excellent service to the local community and visitors and maintaining the highest level of customer service and satisfaction.

B	Summary of Responsibilities and Duties of the Job

1. Selling stamps and weighing/charging for letters, packets and parcels.

2. Dealing with a range of financial services, including banking, foreign currency, a variety of insurance products and travel services.

3. Accepting payment for a wide variety of bills, such as electricity, gas and water bills.

4. Issuing vehicle tax and dealing with motor vehicle registrations.

5. Dealing with passport and driving licence applications.

6. To have, or be able to develop, a thorough knowledge of all the products this post office provides.

7. Promoting and selling products on offer.

Note: This job description outlines the main duties and responsibilities of the position and is designed for the benefit of both the post holder and the Town Council in understanding the prime functions of the post.  It should not be regarded as exclusive nor exhaustive as there may be other duties and responsibilities associated with the post.

The Town Council has the right to vary the duties after consultation. 

C	Other information

External and Internal Contacts
Councillors, customers, contractors, suppliers, members of staff and partner agencies.
Face to face, telephone, written and electronic communication.

Working Environment
Hailsham Post Office.
The Council operates a Smoke-free policy and the postholder is prohibited from smoking in any of the Council’s buildings
All staff must commit to Equal Opportunities and Anti-Discriminatory Practices.

Health and Safety at Work
Chard Town Council's Policy, and all relevant Health and Safety at Work Instructions are to be considered as part of this job description.

Data Protection Act 2018
All employees who are involved in the processing or handling of computer data have an obligation to comply with the terms of the Data Protection Act 2018 and the Council's Data Protection Policy.

Council Policies 
The post-holder is expected to familiarise themselves with and adhere to all relevant Council Policies and Procedures.

Performance Management
You will be given an annual appraisal and six-monthly review that will form the basis of your Personal Development Plan and be linked to the Council’s objectives. You will also receive collaborative one to one meeting on a regular basis with your line manager.  


POST OFFICE COUNTER CLERK

PERSON SPECIFICATION

	
	Essential Attributes
	Desirable Attributes

	Educational
Qualifications
	5 GCSE’s grade C or above (including English and Maths) or equivalent NVQ or relevant experience.

Commitment to further professional development where required.
	

	Communication
Skills
	Excellent oral, written and email communication skills, including an ability to relate to, and communicate with councillors, staff, public and external agencies.

Ability to communicate information to a wide range of audiences.
	

	Knowledge and Experience
	Experience of working in a face-to-face customer service environment.

Experience of cash handling.

Experience of working with a wide range of people.
	Previous post office experience.

	Skills
	A good eye for detail with the ability to work quickly and accurately under pressure.

A strong commitment to achieve targets.

An ability to work under pressure with changing priorities and timescales.

Ability to take the initiative and devise creative solutions.
	

	Information
Technology
	IT literate with experience and practical ICT skills including in Microsoft Office packages and spreadsheets, social media and the internet.
	

	Other
	
Ability to operate with complete impartiality in a political environment.
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