
 

 

  
 
Job Description 

Job Title Administrative Officer  

Location Saughton House,  

Salary - £16,442 per annum 

Main Duties 

 You will also have the opportunity to do 1st drafts of responses to letters and 
invitations sent to Ministers.  

 General administration support to the livestock and seafood policy team and 
the wider division  

 You will receive weekly statistics from abattoirs throughout  Scotland which 
you will collate and record on a spread sheet for forwarding onto the relevant 
team. 

 You will take personal responsibility for the ordering of stationary for the 
division, using Scottish Government ordering systems. 

 You will issue certificates to plants that wish to export meat to Switzerland and 
also ensure that copies of certificates are returned and recorded, including 
any certificates that have not been used.  

 Ensure that the livestock web pages are up-to-date by requesting any updates 
on a regular basis.  

 Circulate links to relevant news items to the division on a daily basis.   
 

 
Essential Criteria 
 
A3 posts within the Scottish Government are normally filled by individuals who have 
5 standard grades at level 3 or above.  Although we do not specify this educational 
criteria for our Modern Apprenticeships, we wish to attract high quality candidates 
who have the :- 
 

 potential to perform at this level 
 

 ability and commitment to achieve all the outcomes of the apprenticeship 
including passing SVQ 2  

 

Information about the branch/unit/team 
 
This post is in the Livestock and Seafood Policy branch. It is a varied and interesting 
post which offers development opportunities in a high profile and fast paced policy 
environment. We are a friendly team consisting of 6 members of staff that work in the 
Saughton House office and a further 2 staff members are based in Perth and 
Inverurie.  
 

 
We wish to fill this post as quickly as possible but you should be aware that the 
security clearance procedures normally take 6 weeks  


