[image: image1.jpg]


            Sodbury Town Council
Administration Assistant – Job Description

Job Title: Administration Assistant 

Pay Scale: NJC Spinal Column Scale LC1, 15 points (£8.34 per hour) rising on expiration of the 6 month probationary period

Working Hours: 12 hours per week. Monday – Thursday 09.30 – 12.30 plus Tuesday evenings as required which will be paid in addition to normal working hours at the normal hourly rate
Job Purpose

Responsible to the Town Clerk for assisting in the management of the Town Council office and its administrative systems and all administrative duties to ensure effective services and the promotion of the Councils interests.
Required Skills

· Ability to communicate with staff, Councillors and the general public in a pleasant and effective manner.

· Ability to manage the Town Council administration in accordance with the requirements of the Town Council, Clerk and Local Government Law

· Ability to prioritise workload to provide efficient management of Town Council business

· Computer literacy including word processing to a high standard and Excel to a basic standard is essential

· Ability to prepare Agendas and Minutes to a high standard and undertake actions from such

· Ability to be self motivating and work without supervision

· Ability to assist with the management of projects and events

· To undertake training as required

Main Responsibilities

· To assist and support the Town Clerk to ensure the effective servicing of all aspects of Council business
· To manage the Town Council Office in the absence of the Town Clerk
· To be the first port of contact for the Town Council including for visitors to the office, phone calls, emails and all other correspondence
· To prepare Agendas for and prepare Minutes of Council, Committee and other meetings and take follow up actions as appropriate

· To maintain the filing system and other records and documents relating to Council functions

· To ensure the Town Council website is maintained and kept up to date as appropriate

· To complete simple spreadsheets relating to VAT and Council accounts

· To assist with Council events and projects as required

· To represent the Council as required and ensure good working relationships are in place with South Gloucestershire Council

· To carry out any other appropriate and relevant duties as the Council may require
