[image: Send logo_approved_small]SEND PARISH COUNCIL
ADMINISTRATIVE ASSISTANT TO THE PARISH CLERK
JOB DESCRIPTION 
Responsible to:     The Parish Clerk
Place of work:       The Parish Council Office (Or other locations from time to time)
Hours:                   Work to be on a casual basis (Usually 3-6 hours per week but may be more or less)
Salary:                  £15 per hour
Aim of the job
The overall aim of the job is to provide general administrative support to the Parish Clerk which enables the
efficient running of the Parish Council 
The role includes:
• Working within legislation and the policies of the Parish Council.
• Having a good knowledge of Send, the Parish Council and its activities.
• Working with the Parish Clerk to enable the functions of the office to operate as efficiently as possible.
• Taking minutes and writing them up occasionally at Council or Committee meetings
• Developing basic computer systems to improve efficiency. Council website updates.
• Providing information and assistance to members of the community or visitors to the office as appropriate. • Having a range of positive communication skills.
• Providing general administrative support, research relevant information for the Clerk 
• Having an understanding of the standing orders and regulations under which the Parish Council   operates, and to undergo appropriate and up to date training whenever necessary
• Developing positive working relationships with the Parish Clerk and the Parish Councillors
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