Sodbury Town Council is recruiting a part-time
Administration Assistant 

Monday to Thursday 09.30 to 12.30 

Plus some Tuesday evenings as required by the Town Clerk 

£5204 per annum (£8.34 per hour) 
to be reviewed after a 6 month probationary period. Tuesday evening will be paid in addition to normal working hours at the normal hourly rate

The Administration Assistant plays a key role in assisting the Town Clerk with the administration of Town Council business. This is an interesting post within a medium sized Town Council and involves a variety of administrative duties.  Sodbury Town Council has 15 elected Councillors and the office is run by the Town Clerk and an Administration Assistant.  

The Town Council office is based at 

The Courtyard (behind Martins Newsagents)

76 Broad Street

Chipping Sodbury

South Gloucestershire

BS37 6AG

Closing Date: Monday 5th March 2012
Interview Date: Wednesday 14th March 2012 
Please download an application form from our website: www.sodburytowncouncil.gov.uk
Or email the Clerk on enquiries@sodburytowncouncil.gov.uk

Or phone the office on 01454 864666

