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HALTON

BOROUGH COUNCIL




	JOB DESCRIPTION


	Job Title:
	Courier – Records Management Unit

	Post Ref No:
	

	Directorate:
	Resources

	Division:
	Administration Shared Service

	Grade:
	HBC 2

	Responsible to:
	Team Support Manager

	Responsible for:
	N/A


	MAIN PURPOSE OF THE JOB:

	To provide a courier service to establishments within the Borough and external clients.
To provide clerical support to Records Management Unit.



	MAIN PURPOSE OF THE JOB:

	1. To undertake a mail delivery and collection service visiting specified establishments within the Borough
2. To undertake a mail delivery and collection service to external clients of the Records Management Unit

3. To maintain manual and computerised filing systems to enable up to date and accurate information to be retained and retrieved
4. To undertake data entry for Records Management Unit
5. To carry out duties as directed by the Support Services manager in order to accommodate the operational needs of the service.


Note:  Undertake any other duties and responsibilities as may be assigned from time to time, which are commensurate with the grade of the job.

This job description is not intended to be either prescriptive or exhaustive; it is issued as a framework to outline the main areas of responsibility.

	Prepared by:
	Simon Riley

	Job Title:
	Operational Director, ICT & Support Services

	Date:
	09/07/2015

	Date for Review:
	


July 2015


