
Role Title: Clerical Support  Assistant 
 

 
COMMUNICATION 
 
Oral Communication 
Frequently receive, understand and convey straightforward information in a clear and accurate 
manner. 
 
Occasionally receive, understand and convey information which needs careful explanation or 
interpretation to help others understand, taking into account what to communicate and how best 
to convey information to others. 
 



 

Secondary focus 
Plan, prioritise and organize own work or resources to achieve agreed objectives. 
 
  

INITIATIVE AND PROBLEM SOLVING 
 
Primary focus   
Solve standard day to day problems as they arise; c




