BURNTWOOD TOWN COUNCIL

JOB DESCRIPTION

JOB TITLE:			Administrative Officer (part-time)

Salary:			SCP 17 – 23 (£28,770 - £32,076 full time equivalent)

Reporting to:		Town Clerk (Chief Officer)		

Date Issued:			26/03/2024


SUMMARY

1. Provide administrative support to the Town Council.  Duties include general clerical, receptionist and project based work.  Project a professional image through in-person, telephone and email interaction. Liasing with tenants, visitors, contractors, and elected members.

2. Act as Secretary to the Chair of the Town Council in respect of their official duties.

3. Oversee the management of the Town Council’s cemeteries, including arranging burials etc, and liaising with funeral directors and contractors. 

4. Lead on administration of the Chase Terrace Community Centre, including room hire. 

PRIMARY RESPONSIBILITIES

1. Administration of the Grant Aid Scheme as directed by the Town Clerk. 

2.	Administration of the Burntwood Wakes Festival as directed.

3.	Administration of Traffic island Sponsorship as directed.

4.	Administration of Burntwood Cemetery, including maintaining records using the PC-based RBS Cemetery program and attending the Cemetery as the Town Council’s representative as and when necessary, as directed.

5.	Deal with room hire bookings effectively and assist in the presentation and arrangement of events.

6.	Assist in the production of digital and print marketing and organise and maintain noticeboards as required by the Town Council.

7.	Telephone/Reception/Post: Answer the telephone and respond to calls and/or transfer to the appropriate staff member; deal with elected Members, visitors and members of the public who call into the office; process incoming and outgoing mail.

8. Create and modify documents using Microsoft Office and other platforms (i.e. Word, Excel, Publisher, PosterMyWall etc.).

9. To prepare and dispatch agendas, reports and other papers for meetings of the Council, Committees, etc as directed.

10. Perform general clerical duties to include, but not limited to: stationery stocks, email, photocopying, comb binding, general filing.

11. Set-up and coordinate meetings and events as directed by the Deputy Clerk and/or the Chief Officer.

12. Act as Chair’s Secretary in respect of their official duties, deal with correspondence and maintain the Chair’s Diary.

13. Administration and organisation of Civic functions as directed.

14.	To assist with securing and editing articles and information from community groups, elected Members and staff and co-ordinate content for publication in the local press, social media, the Town Council’s e-newsletter, the Town Council’s website.

15.	To ensure Best Value in the use of the Council’s resources.

16.	The responsibility for the smooth running of the Council is incumbent on all members of staff.  During times of absence or colleagues or high workloads, you will be expected to help with or take on additional duties and responsibilities that are in line with your grade.


SPECIAL CONDITIONS

General

1.	The above conditions do not include or define all tasks which the jobholder may be required to carry out.

2.	To comply with Health & Safety legislation at all times for the health, safety and welfare of yourself and employees you are working with.

3.	To serve the Town Council’s places of employment in a post of a similar nature and responsibility, if required.

4. To comply with the General Data Protection Regulations and Freedom of Information Acts in respect of confidentiality and disclosure of data.

5. To be mindful of the council’s responsibilities under the Safeguarding Act and the Equality Act. 

6.	The Town Council reserves the right to vary the content of the job description, after consultation, to reflect the changes to the job without changing the general character of the post or level of responsibility.
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ADMINISTRATIVE ASSISTANT
PERSON SPECIFICATION


	
COMPETENCIES

	
ESSENTIAL
	
DESIRABLE

	
Communication

· Excellent written and verbal communication skills.

· Enthusiastic and able to convey the right message to the right audience.

· Ability to demonstrate sensitivity and empathy when liaising with bereaved families.
	


· Chooses the most effective communication method for the situation and individual. 
· Uses active listening skills. 
· Is assertive. 
· Considers the needs of your audience when deciding how best to communicate. 
· Applies the appropriate level of emotional intelligence to communication style. 
· Consults others when appropriate. 
· Keeps relevant stakeholders informed. 
· Acknowledges the opinions of others. 
· Workplace experience of effective communication.
· Workplace evidence of effective attention to detail.

	


· Experience in taking minutes at formal meetings.

· Experience with social media sites and website administration systems.

	
Customer Service

· Clear focus on delivering excellent customer service.

· A positive, can-do outlook.

	


· Understand the role and goals of the organisation and service in meeting customer expectations. 
· Is able to identify and meet customers’ needs and expectations. 
· Takes ownership of customers’ requests, manages expectations and achieves a high quality response. 
· Is able to manage the requirements of diverse customers in a timely and effective manner. 
· Contributes ideas to improve customer service. 

	


· Experience of working in a customer facing role.




	
Team Working

· Able to understand team goals and to work together to deliver targets.

	


· Uses resources in most efficient and effective way to achieve service goals and targets. 
· Values others’ input and expertise.
· Is willing to learn from others. 
· Positively influences the way the team works together. 
· Work place experience.

	


· Demonstrable experience of team working.

	
Managing Self and Others

· Ability to organise own time and paperwork and information to meet project targets.

· Proficient use of 
Microsoft Outlook, Word, Excel and Publisher.










	


· Understands own role within the organisation. 
· Produces good quality, accurate records, data and information.
· Takes active steps to meet required standards of performance. 
· Manages own work to meet agreed targets. 
· Uses effective time management techniques.  
· Is reliable. 
· Regularly meets targets. 
· Understands the impact of not meeting agreed targets.  
· Demonstrates self-awareness when interacting with others.
· Is adaptable and flexible. 
· NVQ Level 2 or equivalent in business administration or relevant discipline.
· ICT qualification/skills
with comparable packages will be acceptable.
· Clear experience of working to and meeting deadlines to deliver project outcomes.
· Willingness to participate in training and development opportunities.

	


· NVQ Level 3 in business administration or relevant discipline.

· ICT training, skills and/or experience – demonstrable through application.

· Experience of RBS Software Planning and/or Cemetery modules.

· Customer care training.




	
Can Do Approach/Results

· Demonstrate ability to develop and implement projects including producing publicity and deliver projects to deadlines.

	


· Shares good practice
· Uses initiative
· Prepared to constructively challenge existing practices and procedures to achieve better performance. 

	

	
Other
	
· Successful experience in an administrative role.
	
· Experience of working as a secretary or Personal Assistant.

· Full UK driving licence.





