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	Office Hours 9 am to 1 pm

	The Parish Office
The Triangle
	
	Monday to Friday

	Willingdon
	
	

	East Sussex BN20 9PJ
	
	Telephone: 01323 489603

	www.willingdonandjevington.org.uk
	email: Nicola.williamson@
willingdonandjevingtonparishcouncil.co.uk



JOB DESCRIPTION		
JOB TITLE:                    ADMINISTRATIVE OFFICER
SALARY GRADE:            SCP RANGE 10 (£25,545 pro rata) – 12 (£26,421 pro rata)
REPORTS TO:                PARISH CLERK & CEMETERY MANAGER
HOURS:                         20 HOURS PER WEEK (MONDAY TO FRIDAY 9AM TO  1PM)
1. Job Purpose
The job holder is required to provide administrative support to the Parish Clerk & Cemetery Manager and the Parish Council, as directed by the Parish Clerk on a day-to-day basis. 
The post holder should be proactive and helpful to support Councillors and residents of the Parish. 
2. Main Duties
Duties will include, but are not limited to:
· Dealing with queries from visitors to the Parish Office or obtaining sufficient information to enable the Parish Clerk to respond at a later date.
· Dealing with telephone calls and responding to emails by dealing with queries raised or passing to the Parish Clerk in a timely manner.
· To assist the Parish Clerk with dealing with the administration of the Councils office and assets including the recreation grounds which may include responding to emails/correspondence/phone calls, the procurement of services and checking works that have been carried out.
· To attend meetings, some of which are held in the evening between 7pm and 9pm, take minutes, produce documentation/reports, and follow up actions.
· To assist the Cemetery Manager to deal with Cemetery administration/correspondence/phone calls and providing cover in the Cemetery during times of absence or busy periods.
· To maintain electronic and paper filing systems which provide ease of access to information as required.
· Undertaking research tasks and preparing background papers for colleagues or Councillors, as directed by the Parish Clerk.
· To distribute meeting agendas and papers to Councillors and posting public notices of such meetings within the specified timescales.
· To provide logistical support during Council organised events.
· To assist with updating and maintenance of the Councils website.
· To assist with updating social media and producing the Councils newsletter.
· Taking responsibility for tasks delegated by the Parish Clerk.
· To provide cover for the Parish Clerk during times of absence. This may involve attendance at evening meetings. 
· To assist the Parish Clerk in all other duties as defined by the Parish Clerk on a day-to-day basis. 
· To attend briefings organised by East Sussex Association of Local Councils, the Society of Local Council Clerks, and other relevant bodies, as a representative of the Council as required.
· To administer the Councils data base for all hire bookings, including Halls and allotments and to ensure effective communication with other employees and hirers/users.

3. Person specification:
· The following requirements are essential for the role of Administrative Officer:
· General administrative experience including filing, photocopying, data entry and typing.
· Demonstrable customer service skills and experience of providing information over the phone.
· Show good communication skills and the ability to provide clear verbal and written advice. 
· Computer literate – including Microsoft Office applications, word processing and email.
· Able to draw up own correspondence, build and maintain filing systems and undertake all routine office administration duties.
· Demonstrate an understanding and commitment to the role of Parish Councils in society.
· Must be self-motivated and able to work as part of a team.
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