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Human Resources
Example job description – Data Entry Clerk / Clerical Assistant
Job summary

  

You will join a busy team to provide an efficient data entry service and clerical support for specific research projects.
You will have competent IT and data entry skills and office experience as well as a high level of attention to detail, effective organisational and communication skills (both written and interpersonal) and experience of providing excellent customer service.

University grade X (£min – £max) 

Informal enquiries regarding the post should be directed to XXX, email, tel: + 44 (0)113 XXX
 
Closing date: XXX
Job description


Responsible to:

Reports to:

Main duties and responsibilities

· Ensuring that the data recorded on the data collection forms is entered onto the specific database completely and accurately and within two weeks of receipt. 

· Identifying any problems with the database and taking appropriate action in discussion with your line manager.

· Ensuring that the on-going trial reports for the specific trials or research projects are kept up-to-date.

· Maintaining adequate records, keeping an up to date filing system. 

· Ensuring that appropriate security measures are taken to prevent unauthorised access to data, in accordance with the Data Protection Act.

· Sending standard letters and e-reports.

· Taking brief notes at Project Team Meetings.

· Assisting the team with large mail shots.

· Photocopying documents for dissemination / circulation.


· Assisting in the organisation of meetings, including confirming dates, sending information to attendees, booking rooms and ordering refreshments.

· Any other relevant duties as directed and in line with the grade of the post.
University values

All staff are expected to operate in line with the university’s values and standards, which work as an integral part of our strategy and set out the principles of how we work together. More information about the university’s strategy and values is available at http://www.leeds.ac.uk/comms/strategy/.  
Person specification


Essential:
· Data entry experience with an ability to record data accurately

· Experience of working in a fast paced office environment

· Evidence of organising and servicing meetings

· Good IT skills with experience of using MS Outlook, Word and Excel 

· Experience of providing excellent customer service 
· High level of accuracy and attention to detail 

· Effective organisational skills
· Effective verbal and written communication skills including an ability to effectively deal with telephone and email enquiries

· Evidence of ability to work co-operatively with others to meet tight deadlines


Desirable:

· Experience of working with confidential data
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