JOB TITLE:	Senior Administrative Assistant/PA to the Town Clerk

POST NO:	STC12

HOURS OF WORK: 18.5 per week			       

SALARY/GRADE:  SCP 7-12 £26,403 - £28,598 (£13,201 – £14,299 pro rata)

RESPONSIBLE TO:  Town Clerk and RFO

RESPONSIBLE FOR:  
To provide senior administrative and personal assistant support to the Town Clerk, contributing to effective governance, coordination of Council business, and the handling of confidential and sensitive matters.

KEY DUTIES & RESPONSIBILITIES

PA & Senior Administrative Support
1. Provide direct personal assistant support to the Town Clerk, including diary coordination, correspondence and task management.
2. Act as a first point of contact for matters requiring discretion or escalation.
3. Handle confidential and sensitive information appropriately.

Governance & Member Support
4. Provide administrative support for Council and Committee activity, including preparation and circulation of papers as required.
5. Manage requests for the Chair’s attendance at events and maintain related records.
6. Support Councillor training bookings and record-keeping.

Records & Planning Administration
7. Administer planning application notifications and associated processes.
8. Maintain Council archives and corporate records.
9. Support compliance with governance and procedural requirements.

Procurement & Financial Administration
10. Seek supplier quotations and raise purchase orders via Scribe in accordance with financial regulations.
11. Maintain supplier and procurement records as required.

Systems & Coordination
12. Support the review and improvement of administrative systems and processes.
13. Provide guidance and support to administrative colleagues where appropriate.

General
14. Attend training relevant to the role.
15. Undertake other duties commensurate with the level of the post.


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 governance processes (D)
NJC factor: Knowledge Level 3

Skills & Abilities
Strong organisational and prioritisation skills (E)
Ability to communicate effectively with the public, Councillors and colleagues (E)
High level of IT competence including document management systems (E)
Ability to handle confidential and sensitive information appropriately (E)

Experience
Substantial experience in an administrative role (E)
Experience providing senior administrative or PA support (D)
Experience supporting meetings or governance processes (D)

Responsibility
Responsibility for maintaining governance records and confidential information (E)
Responsibility for raising purchase orders in accordance with financial procedures (E)
NJC factor: Responsibility for Resources Level 3

Initiative & Independence
Ability to prioritise workload and exercise judgement within established procedures (E)
Ability to work independently and manage competing demands (E)
NJC factor: Initiative Level 3

Mental & Physical Demands
Ability to maintain accuracy while handling sensitive and time-critical matters (E)
Ability to deal diplomatically with a range of stakeholders (E)
NJC factor: Mental Demands Level 3

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

