JOB DESCRIPTION

MAYOR’S PERSONAL ASSISTANT / ADMINISTRATIVE ASSISTANT
Overall Responsibilities

The Mayor’s Personal Assistant is responsible for the smooth running of Civic matters under the oversight of the Town Clerk / Deputy Town Clerk as well as undertaking administrative duties to support the Town Council’s day to day operation. The post holder will have day to day 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 regards to the business of the Town Council and partner organisations.


4. To support the administering of the Town Council website, ensuring it is maintained accurately and with up to date information.
5. To ensure that the Mayor and/or Deputy Mayor are kept fully appraised of all Civic matters.

6. 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.

7. 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.

8.
To ensure that Civic proformas are issued and acted upon.  

9.
Each week complete a Civic functions calendar to be distributed to Cllrs, Media and interested organisations. 

10.
Organise Civic functions.
11.
To cooperate with local organisations.
12.
Working hours may include some evening and weekend working to facilitate the organisation of Civic functions.
13.
Draft the Mayor and Deputy Mayor’s report to Council.

14.
Liaison with the Mayor’s Chaplin.

15.
Liaise with the Mayor’s Charity on Civic invitations for the Mayoralty.
16.
To carry out other duties, not specified here and considered to be within the post holder’s competence, at the request of the Town Clerk and Deputy Town Clerk.

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

