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Clerical Assistant
Valuation Administration Team
Location
Moray House, 16-18 Bank Street, Inverness
or 3A Bridge Street, Wick, Caithness
Hours
35 hours per week
Salary
Grade GS1-2
£24,606.40 to £26,244.40 per annum
About Us
This post supports the work of the Assessor and Electoral Registration Officer across the Highland and Western Isles. We maintain the Council Tax Valuation List, the Valuation Roll and Electoral Register, delivering essential public services to residents, businesses and partner organisations.
About the Role
We are looking for an organised, customer-focused and motivated Clerical Assistant to join our Valuation Administration Team.
You will provide administrative support to help maintain the Council Tax Valuation List and Valuation Roll, ensuring information is processed accurately and efficiently. The role involves working with a range of digital systems, responding to customer enquiries, maintaining records, and supporting the wider team in delivering a high-quality service.
This is an excellent opportunity for someone who would enjoy working in a busy office environment, has strong attention to detail, and takes pride in providing excellent customer service.
Key Responsibilities
Administration and Business Support
· Provide efficient administrative and clerical support across the Valuation Administration Team.
· Maintain accurate electronic and paper-based records.
· Prepare, format, and distribute correspondence (including mail), reports, and other documents, and ensure appropriate action is taken. 
· Process incoming mail.
· Support senior colleagues with administrative projects and service priorities.
Customer Service
· Respond professionally, providing information and assistance to enquiries from the public, businesses and other stakeholders whether received by telephone, email, letter, or in person.
· Deliver a positive customer experience through effective communication and problem-solving.
Information Management
· Handle confidential, personal, and sensitive information in line with data protection legislation, corporate policies and governance requirements.
· Maintain high standards of accuracy when processing and recording information.
Team Working
· Work collaboratively with colleagues across the organisation.
· Share information and support continuous improvement initiatives.
· Contribute positively to team objectives and service delivery outcomes.
Health, Safety and Compliance
· Follow safe working practices and promote a safe working environment.
· Complete mandatory training and professional development as required.
What We're Looking For
Essential Criteria
· Good literacy and numeracy skills.
· Competent ICT skills, including Microsoft Office applications.
· Excellent communication and interpersonal skills.
· Ability to manage confidential information appropriately.
· Strong organisational skills and attention to detail.
· Ability to prioritise workloads and meet deadlines.
· Ability to work independently and as part of a team.
· Flexible and adaptable approach to changing priorities.
· Experience dealing directly with customers or members of the public.
· Someone who demonstrates professionalism, integrity and a positive work ethic.
Desirable Criteria
· SVQ Level 2 qualification or equivalent relevant experience.
· Experience working in an administrative, clerical or business support role.
· Experience using SharePoint or similar document management systems.
· Experience working within a public sector environment.
Employee Benefits
We offer a competitive range of benefits including:
· Competitive salary with annual pay progression.
· Generous annual leave entitlement plus public holidays.
· Membership of the Local Government Pension Scheme, including employer’s contribution of 17.5%.
· Salary Sacrifice Shared Cost AVC Scheme (where applicable).
· Family-friendly employment policies.
· Health and wellbeing support.
· Learning and development opportunities.
· Flexible and supportive working environment.
Additional Information
· Successful candidates will be required to undertake a Basic Disclosure check.
· Occasional overtime may be required to support operational requirements and statutory deadlines.
· The duties of this role may vary to meet changing service needs, while remaining appropriate to the grade of the post.
Our Commitment to Inclusion
The Highland and Western Isles Valuation Joint Board is committed to creating an inclusive workplace where everyone is valued and respected. We operate a Guaranteed Interview Scheme for applicants with disabilities who meet the essential criteria for the post. 
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Further information on what we do can be found here:
The Highland and Western Isles Valuation Joint Board
https://www.highland.gov.uk/council-government/highland-western-isles-valuation-joint-board 
Scottish Assessors’ Association Website
https://www.saa.gov.uk/ 
Informal Enquiries can be made via:
Kenny Oliver – Team Leader – Valuation Admin by emailing: 
recruitment-vjb@highland.gov.uk 
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