JOB DESCRIPTION

ADMINISTRATIVE ASSISTANT


Overall Responsibilities:

The Administrative Assistant is responsible for the smooth running of Civic matters under the oversight of the Town Clerk as well as undertaking administrative duties to support the Town Council’s day to day operation. The post holder will have regular contact with the Mayor and /or Deputy Mayor.

Specific Responsibilities:

1. To support the Town Clerk in the day-to-day running of the Town Council through effective and efficient administrative support.

2. To deal with telephone and email enquiries in a courteous and efficient manner.

3. To deal with a wide range of queries from the public, Elected Members with regard to the business of the Town Council and partner organisations.

4. To provide support at evening meetings as required.

5. To support the administering of the Town Council website, ensuring it is maintained accurately and with up to date information.

6. To ensure that the Mayor and/or Deputy Mayor are kept fully appraised of all Civic matters.

7. To ensure that all invitations/civic correspondence are given a reply and where appropriate recorded in the Civic diary. All such communications are to be treated as confidential and not to be disclosed in any form, to third parties.

8. To meet with the Mayor/Deputy Mayor on a regular basis to appraise them of Civic matters and as often as the Mayor/Deputy Mayor deem is necessary, subject to the overall limit on hours and the Clerk’s oversight. All such meetings are to be treated as confidential and the details are not to be disclosed to third parties.

9. To ensure that Civic proformas are issued and acted upon.

10. To complete a weekly Civic functions calendar to be distributed to Cllrs, Media and interested organisations.

11. To organise and attend evening and weekend civic functions and other events as required.

12. To co-operate with local organisations.

13. Draft the Mayor and Deputy Mayor’s report to Council.

14. [bookmark: _GoBack]To liaise with the Mayor’s Chaplin.

15. To provide support with the Mayor’s charity where appropriate and by agreement with your line manager.

16. To undertake any reasonable duties directed by the Town Clerk, or their deputy, which are commensurate with the salary grade of the post.

17. Line manager: the Town Clerk is the post holder’s line manager and in his absence the Assistant Town Clerk.
































Ramsgate Town Council

PERSON SPECIFICATION

	
	Essential
	Desirable

	Knowledge
	

	· Knowledge of Ramsgate Town Council and its purpose.

	Skills












	· Customer focused with strong communication skills, both written and oral.
· Good level of IT skills including Word, Excel, Outlook and Internet.
· Ability to work independently using own initiative.
· A team player with strong interpersonal skills and a positive attitude.
· Strong organisations skills.
· Ability to effectively manage expectations and present facts in a realistic manner.
· Ability to draft reports, demonstrating accuracy and attention to detail.
· Ability to work flexibly to meet the needs of the Town Council.
· Ability to adhere to confidentiality.
	

	Experience
	· Strong administration/coordination experience, including effective diary management
· Proven experience of organising and completing tasks in a timely and efficient manner, delivering on time to deadlines.
· Demonstrable experience of a positive and customer focused approach to dealing with the public and all other contacts.
· Experience of managing a demanding workload and a variety of tasks.
	· Experience of working in an office support role in Local Government.
· Experience of organising Civic functions. 
· Proven experience of successfully handling confidential information. 

	Qualifications
	· GCSE’s Maths and English, Grade A to C) or equivalent.
	· A recognised qualification in Local Government Administration



