
RAMSGATE TOWN COUNCIL
 
Job Description

PA to the Mayor / Administrative Assistant

Job Grade:				SCP Range: 7 – 12, LC1 Substantive (FTE)

Contracted Hours:	25 hours per week 

Contracted Days:	Monday, Thursday and Friday’s (between 08:30 – 17:30)

NB. Additional hours may be taken as TOIL and managed within the requirements of the Council operations. Payment of overtime will not be considered in normal circumstances.

Responsible To:			Deputy Town Clerk / Finance Officer

Based At:				The Custom House, Ramsgate

Car User:				Casual User Only

Job Description Date:		July 2022

Annual Leave:			Starting at 22 days plus Bank Holidays (FTE)

Politically Restricted Post?	No

Enhanced CRB Check?		No



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

Specific Responsibilities:

PA to the Mayor:
1. Administer the Mayoral Diary, providing prompt responses to invitations for the Mayor / Deputy Mayor to attend formal and informal functions, ensuring that each week is efficiently planned having regard to the number and nature of engagements to be attended. 
2. To organise the Town Sergeant’s diary to ensure that they know what is required of them at civic event.
3. Ensure that the Mayor / Deputy Mayor is briefed as required before attendance at functions, with particular notes made of any prior research that may be required by the Mayor / Deputy Mayor including preparation of speeches. 
4. Provide secretarial support to the Mayor / Deputy Mayor in respect of their social engagements. 
5. To organise civic events and functions as directed by the Deputy Town Clerk including:
(i) All event management paperwork
(ii) Liaising with necessary community groups & civic dignitaries
(iii) Venue bookings
(iv) Invitations
(v) Arranging for refreshments where applicable
(vi) Staffing requirements (incl. marshalls) 

Such events to include:
(i) Mayor’s Civic Service 
(ii) Remembrance Sunday Service & Parade
(iii) Battle of Britain Commemoration
(iv) Armed Forces Day
(v) Holocaust Memorial Day
6. To provide limited support for the Mayor’s charity events, issuing tickets and drafting of promotional literature only. (These events are organised by the Mayor’s fundraising committee, not the Mayor’s PA).
7. To write press releases following every civic activity, including a draft quote from the Mayor/Deputy Mayor.
8. To have management control of the Mayoral social media accounts, working with the Marketing and Communications Officer as required.

Administrative Assistant:
1. Undertake reception and telephone duties.
2. Open and distribute incoming mail.
3. Maintain a database of local organisations and contact details.
4. Have oversight of the Council Chamber bookings.
5. Arrange monthly staff meetings and record of actions.
6. Pass on problems/complaints to other agencies.
7. Provide members of the public with information.
8. Small project work as directed by the Town Clerk / Deputy Clerk.
9. Provide backup support for the Allotment Officer.
10. Writing press releases as required.

General Duties:
To deal with visitors to the Council office if required.
1. To ensure that the Council offices project and always portray a professional image.
2. To ensure that the Council always complies with all aspects of Data Protection and the GDPR legislation requirements.
3. The post holder may be required to perform duties other than those given in the job description for the post. The particular duties and responsibilities attached to the post may vary from time to time without changing the general character of duties or the level of responsibility entailed. 

Personal Duties:
1. To have due regard for your own health and safety and that of any colleagues who may be employed and the general public, and to bring to the attention of the Council without delay any matters which may be prejudicial to health and safety best practices and policies.  
2. To treat all colleagues, Councillors, partners, and members of the public with respect and equality.
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