
RAMSGATE TOWN COUNCIL
 
Job Description

OFFICE ADMINISTRATOR


Job Grade:	SCP Range: 7 (FTE £26,403) – 12 (£28,598), LC1 Substantive

Contracted Hours:			30 hours per week 

Contracted Days:			Working days may be arranged flexibly across 
Monday to Friday, with the requirement that the post holder works on Mondays.

NB. Additional hours may be required during busy weeks, which can be taken as TOIL and managed within the requirements of the Council operations. Payment of overtime can also be considered, subject to prior approval.  

Responsible To:	Deputy Town Clerk & Compliance Officer 

Based At:				The Custom House, Ramsgate

Car User:				Casual User Only

Job Description Date:		February 2023 (Revised April 2026)

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

Politically Restricted Post?	No

Enhanced CRB Check?		No



Main Purpose of Role:

To provide a wide range of administrative duties for the Council.

Specific Responsibilities:

To carry out such tasks as deemed suitable for your level of competence by the Deputy Town Clerk & Compliance Officer.    

Specific Responsibilities

1. To answer the phone, handle post and carry out general administrative duties as and when required.

1. To deal effectively with general queries (telephone/reception) from members of the public. 

1. To take and handle venue booking enquiries (Radford House & The Custom House).

1. Prepare the Council Chamber for all bookings (layout, broadcasting, refreshments).

1. Arrange monthly staff meetings and record of actions.

1. Maintain a database of local organisations and contact details. 

1. Maintain and order and stationery and cleaning supplies, shopping in the town centre on occasions.

1. Minute taking (not Council or Committee meetings).

1. Assist in the management and maintenance of the Council’s website(s). Advise the Marketing and Communications Officer of any issues that may harm the Council, the website or the integrity and wellbeing of Council members, staff and Ramsgate residents. Report all matters where the website has been infiltrated, damaged or inappropriate comments have been posted.  

1. Assist the Deputy Town Clerk & Compliance Officer in the preparation and delivery of documents for the Planning & Infrastructure Committee.

1. Receive and organise Grant Application Forms as instructed by the Deputy Town Clerk & Compliance Officer.

1. Assist in the production of the ‘Community Ad’ magazine and review and edit content for the magazine. 

1. Assist in the delivery of the Councils Communications Strategy. Ensure that the highest standards of accuracy and probity apply when adding or removing items on the Council media.  Creation of some original content as required.

1. Assist with practical distribution of agendas/leaflet/posters (in the town centre).

1. Ad hoc project support for colleagues with oversite from the Deputy Town Clerk & Compliance Officer.

General Duties:

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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