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    Are looking for an Admin Assistant

Reporting to: Clerk to the Council
Key Qualities
· Have a welcoming manner towards the public.
· Be community minded.
· Be outward facing with a desire for community engagement.
· Have an excellent phone manner.
· Be computer literate, with good working knowledge of Microsoft Word, Excel
· & Power point.
· Have good communications and presentation skills, both written and verbal.
· Be able to establish good interpersonal skills within the staff team and with
· councillors.
· Have an organised, flexible and proactive approach.
· Have experience of working under pressure and to deadlines.


Duties:
· Reporting to the Parish Clerk, assist with the administration of the Council,	
and the running of the Parish Office.
· Be a point of contact for public enquiries – telephone & email.
· General office support including day to day administrative tasks, handling
inward and outward mail, ensuring records and filing systems are kept orderly
and up to date; ordering stationery, etc.
· In collaboration with the Clerk, take full involvement in parish events
· Attend parish event meetings where necessary and take adequate notes;
· Any other duties which may become necessary from time to time.
· This is a description of the duties and responsibilities at the present time, however, this is not an exhaustive list and other duties may be required in line with the current and future needs of the parish council.

This is a part time position.
If interested please contact the clerk Nichola Mair on 01483 479312 or email clerk@sendparishcouncil.gov.uk   
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