
JOB DESCRIPTION 

Post Title:               Go Team Clerical Assistant 

Grade:                     Grade D  

Hours:                      27 hours per week (term time only, plus 3 days)  

Responsible to:     Go Team Manager 

 

JOB PURPOSE        

To be responsible for routine financial administration, practical and clerical assistance to Go 

Sport and Go Music. 

Main duties/responsibilities 

To work under the direction of the Go Team Manager 

 Deal with day to day  clerical duties associated with Go Sport and Go Music 

 Cash counting and banking 

 Post income, orders, invoices and journals on accounting system (knowledge of 

Agresso financial system is preferred but not essential ) 

 Manage payments and debtors 

 Maintain registers for Go Sport classes and monitor waiting lists 

 Maintain customer database 

 Create and maintain booking confirmations 

 Create and maintain displays 

 Maintain filing systems 

General 

 Possess excellent customer service skills 

 To comply with health and safety policy and systems, report any 

incidents/accidents/hazards and take a pro-active approach to health and safety 

matters in order to protect self and others. 

 To carry out duties with full regards to the Equal Opportunities and Racial Equality 

policies, to ensure that students and colleagues are treated in a fair and consistent 

manner. 

 To participate in the school performance management system. 

 To undertake other such duties which commensurate with the grade of the post 

and/or hours of work as may reasonably be required. 

 

SAFEGUARDING - Promoting the Welfare of Children and Young People 

 To demonstrate a commitment to safeguarding and promoting the welfare of children 
and young people, staff and volunteers.  

 

 To demonstrate a thorough understanding of safeguarding and safer recruitment 
policies and procedures, and their application within an educational 
setting/environment. 

 

This job description outline the main activities of the postholder.  It is not meant to be, nor is 

it, an exhaustive or exclusive list of specific duties and activities.  The postholder will be 

expected to undertake any duties, which could reasonably be construed as being within the 

remit of the post. 

 


