RAMSGATE TOWN COUNCIL

Person Specification

OFFICE ADMINISTRATOR

Essential:
· Experience providing a broad range of administrative support, including maintaining records, databases, supplies, and booking systems.

· Ability to support meeting and venue arrangements, including preparing rooms and resources and assisting with booking management. 

· Strong communication skills, including handling phone and in‑person enquiries, supporting written and digital communications, and representing the Council professionally in public‑facing interactions.

· Competent IT user able to work accurately with online systems, assist with website updates and digital content, and follow procedures relating to digital safety, data integrity, and escalation.

· Good written communication skills, including basic (non‑committee) minute‑taking.

· Ability to assist in preparing documents and materials for committees, planning work, and grant processes. 

· Willingness to undertake practical operational tasks such as distributing leaflets, posters, agendas, or collecting supplies.

· Ability to support colleagues with ad‑hoc tasks or small projects as required. 

· Understanding of and commitment to Data Protection and GDPR requirements.

· Commitment to safe working practices and responsibility for personal and workplace health and safety.

Desirable:
· Experience of working within a local council or public‑sector environment. 

· Familiarity with community engagement activities or public‑facing communications. 

· Knowledge of Ramsgate and local organisations.

