AMBLE TOWN COUNCIL

JOB DESCRIPTION


POST DESIGNATION:	Administration Assistant

GRADE:			Scale 1 ( £13,500 per annum; pro rata) 

HOURS:			Part-time:	 a normal 12 hrs over 3 days 
				(additional hours up to a total of 37 per week in the Clerk's absence)
[bookmark: _GoBack]
LOCATION:			Amble Town Council Office

RESPONSIBLE TO:		Town Clerk  

RESPONSIBLE FOR:	No direct responsibility but occasional overseeing of other employees in the absence of the Town Clerk

JOB PURPOSE:	To provide support to the Clerk and the Council to ensure the effective administration and delivery of all services.

MAIN DUTIES:

1 To assist with the administration of all aspects of Council business, including Special Events, in consultation with the Town Clerk

2 To assist in the accurate completion, processing and collation of all documentation and records  including PC based word processing, spreadsheets and databases.

3 To undertake general office administration tasks, including filing, scanning, processing financial documentation, ordering stationary supplies, postal duties and updating the website

4 To undertake telephone and correspondence duties as appropriate in a courteous manner

5 To make appointments and maintain the diary

6 To make enquiries regarding Staff/ Councillor Training and Development and, in consultation with the Town Clerk, book, record and monitor same

7 To provide relief cover for Town Clerk as appropriate –

8 Other duties commensurate with the nature of the post as required

9 After gaining the required experience and knowledge, to be given responsibility for some agreed aspects of the Council business

10 The post holder must appreciate the need for complete confidentiality with regard to Council Private and Confidential matters
									
									


											Date: 27/05/2015



AMBLE TOWN COUNCIL

PERSON SPECIFICATION

	CATEGORY

	ESSENTIAL
	DESIRABLE

	Qualifications
	5 GCSE’s (or equivalent) passes at A-C including English Language and Mathematics.
Knowledge of Microsoft Office packages-Word and Excel minimum
	Additional qualifications in word processing and spreadsheets.
ECDL or working towards.

NVQ Level II in Business Administration or equivalent.


	Work Experience
	Telephone and Customer Care experience in an office environment.
Operating a PC using WP packages.  
General office duties e.g. scanning/filing/photocopying.

	Experience of office systems/ processes/ computer data input, using spread sheets and processing financial documentation.

	Skills, knowledge and aptitude
	Good written and verbal communication skills.  
Good telephone skills.
Accurate keyboard skills.
Ability to prioritise workload.
Ability to work within a clear policy of confidentiality.

	Understanding of equality & diversity issues.

	Motivation
	Calm and even temperament
Able to use initiative and work with minimum of supervision.
A flexible and co-operative attitude.
Responsive to changing needs and meeting deadlines.
Commitment to working as part of a team.

	

	Physical
	Able to meet the physical demands of the post.

	

	Other factors
	Polite, well spoken and 
 co-operative
Smart appearance.

	Own transport/ full driving licence.



NB:	This person specification will be used in shortlisting and selecting the right candidate.  Please take great care to ensure that all criteria are both accurate and essential to the requirements of the post.								
											Date: 27/05/2015
