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ADDITIONAL INFORMATION 
ADMINISTRATIVE ASSISTANT POST

Due to the recent retirement of the current postholder, we are looking to recruit an Administrative Assistant. The separate Job Description gives details of the overall and specific responsibilities of the post. 
The aim is to appoint the postholder by July/August, depending on any notice period applicable to be worked. Unfortunately, there will only be a limited handover so a willingness to learn on the job is needed.
The postholder will work 25 hours per week spread over 5 days. The postholder will be required to work the opening hours of the Council office which is 09:30 to 12:30 Monday to Friday. The remaining hours can be worked by prior agreement. 
Attendance at occasional evening and weekend meetings/events is a requirement of the post.  
Annual leave entitlement is 31 days including statutory holidays rising to 36 days after 5 years service pro rata.

It is anticipated that the interviews for this position will be held w/b 2nd July 2018.
