
Role Title: Clerical Officer 
 
 

COMMUNICATION 
 
Oral Communication 
Frequently receive, understand and convey straightf



Secondary focus 
Occasionally deal with internal or external contacts where the service is usually initiated by the 
role holder, working within the institution's overall procedures or policies; AND / OR understand 



Occasionally Identify an appropriate existing method of analysis or investigation according to the 
data and objectives; recognise and interpret trends or patterns in data; identify or source 
additional information which could potentially help the investigation as the analysis progresses. 
 
 

SENSORY AND PHYSICAL DEMANDS 
 
Carry out tasks at a level which would require either learning certain methods or routines or 
involve moderate physical effort. 
 
 

WORK ENVIRONMENT 
 
Primary focus 
Work in an environment which is relatively stable and has little impact on the role holder or the 
way in which work is completed. 
 

 

PASTORAL CARE AND WELFARE 
 
Occasionally show sensitivity to those who may need help or, in extreme cases, are showing 
signs of obvious distress; initiate appropriate action by involving relevant people. 
 
Occasionally give advice on commonly occurring welfare issues or queries; follow standard 
welfare procedures for the institution; recognise when an individual should be referred elsewhere 
for professional help; and respect confidentiality. 
 
 

TEAM DEVELOPMENT 
(training those outside the work team should be inc


