JOB TITLE:	Administrative Assistant

POST NO:	STC10

HOURS OF WORK: 18.5 per week			       

SALARY/GRADE:  SCP 5 – 6 £25,583 - £25,989 (£12,792 – £12,995 pro rata)

RESPONSIBLE TO:  Town Clerk and RFO

RESPONSIBLE FOR:  
To provide effective administrative support to the Town Clerk and Council services, including bookings administration, general enquiries and record management, ensuring operational continuity and resilience.

KEY DUTIES & RESPONSIBILITIES

Administration & Enquiries
1. Deal with general enquiries from the public and Councillors via telephone, email and written correspondence.
2. Administer room and facilities bookings, ensuring diaries and booking systems are accurately maintained.
3. Raise sales invoices for bookings and related services in accordance with financial procedures.
4. Provide general clerical and administrative support as required.

Service & Operational Support
5. Liaise with venue and facilities staff to ensure accurate communication of booking requirements.
6. Assist with administrative arrangements for events and civic activities as required.
7. Support the smooth operation of the Town Clerk’s office through routine administrative tasks.

Records & Information Management
8. Maintain accurate electronic and paper filing systems.
9. Ensure records are managed in accordance with data protection requirements.
10. Support routine system updates and document control processes.

Digital & Communications Support
11. Assist with updating Council website and digital content under officer direction.

General
12. Attend training relevant to the role.
13. Undertake other duties commensurate with the level of the post as directed by the Town Clerk.
PERSON SPECIFICATION

E = Essential D = Desirable

Knowledge & Qualifications

Good general education including English and Maths (E)
Knowledge of office administration systems and procedures (E)
Understanding of local authority or public sector administration (D)
NJC factor: Knowledge Level 2–3

Skills & Abilities

Strong administrative and organisational skills (E)
Ability to communicate effectively with the public, Councillors and colleagues (E)
Ability to maintain accurate records and manage information appropriately (E)
Competent IT skills including databases and document management systems (E)

Experience

Experience in an administrative or office-based role (E)
Experience dealing with routine public enquiries (E)
Experience administering bookings systems (D)

Responsibility

Responsibility for maintaining booking systems and administrative records (E)
Responsibility for following financial procedures when raising invoices (E)
NJC factor: Responsibility for Resources Level 2

Initiative & Independence

Ability to prioritise routine workload within established procedures (E)
Ability to work independently on routine administrative tasks (E)
NJC factor: Initiative Level 2–3

Mental & Physical Demands

Ability to maintain accuracy while working to deadlines (E)
Ability to manage multiple enquiries in a busy office environment (E)
NJC factor: Mental Demands Level 2–3

Working Conditions

Office-based working environment (E)
NJC factor: Working Conditions Level 2
