
JOB PROFILE  
 
POST TITLE: Administration Assistant 
 
RESPONSIBLE TO: The Town Clerk 
 
HOURS: 12-16 per week.  Flexible approach to working to include event management at 
weekends and evenings. 
 
SALARY: NJC Scale point number 15 to 17  pro rata of £17,072 – 17,772) depending on 
experience. 
 
PROBATIONARY PERIOD: A probationary period of 6 months is required. 
 
JOB PURPOSE  
 
Under the direction of the Town Clerk to provide a professional reception service, general 
administration duties and to assist at Events where requested.  
 
Job Description  

1. To provide an effective first point of contact for visitors and callers.  
 

2.  Maintaining data base lists for event management and Council administration..  
 

3. To assist with the planning of Civic functions and events.  
 

4. Collating articles, photographs and information for the production of the Community 
Newsletter 
 

5. Updating the Town Council’s website including posting Agendas and minutes. 
 

6. Maintaining levels of stationery and other supplies.  
 

7. Generally providing administrative support to the Town Council as and when required 
(including postages, typing, photocopying, filing, proof reading, archiving etc.)  

 
 



PERSON  SPECIFICATION  
Experience/Knowledge  

 Essential organisational and time management skills.  
 Previous reception experience.  

 Previous administration experience.  

 Excellent IT Skills (MS Office – Word, Excel, Publisher).  

 
Education/Qualifications  
Good standard of education and command of the English language, both written and 
spoken.  
 
Willingness to undertake training where necessary. 
 
Personal job related skills (all desirable)  

 Good communication skills.  

 Good customer service skills.  

 Able to maintain confidentiality.  

 Well organised and practical.  

 Attention to detail.  

 Open to new ideas.  

 Good at solving problems.  

 Calm under pressure.  

 Have a positive personality  

 Comfortable working as a member of a team and alone.  

 Willing to undertake further training to improve their knowledge and skills.  
 
Other requirements  

 Able to attend evening meetings if necessary. 
 Flexible working hours  
 Willingness to undertake further working hours if called upon to do so to cover 

holidays etc. 
 


