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JOB DESCRIPTION

ADMINISTRATIVE ASSISTANT
1.0 Overall Responsibilities

1.1 Responsible for dealing with day to day activities resulting from the public opening of Kendal Town Council office. 
1.2 Responsible for maintenance of the Mayors’ Diary and managing the organisation of Civic and public events.
2.0 Specific Responsibilities

1. To answer the telephone and deal with any enquiries or pass these on to the appropriate body/person.

2. To receive correspondence by post and email and deal with any enquiries or pass these on to the appropriate body/person.

3. To issue correspondence as directed by the Town Clerk and Town Treasurer, including correspondence from Councillors.

4. To deal with enquiries from members of the public who come in person to the office.

5. To manage the Mayors’ Diary to ensure invitations to events are acknowledged and recorded, to undertake any liaison to clarify issues/requirements, to liaise with the Mayor/Deputy Mayor over attendance and to ensure that the electronic and paper diaries are updated.

6. To maintain and update the Kendal Town Council website and any social media presence to ensure it is kept up to date.

7. To assist in the processing of invoices, banking income and be responsible for the petty cash float.
8. To assist with the production of the Town Council’s Annual Report.

9. To manage the organisation of the Council’s Civic Occasions including the Annual Mayor Making Meeting and Mayors’ Sunday, involving the issue of invitations, drawing up of seating plans and the ordering of goods/services.

10. To manage the organisation of any other event as required including the Mayor’s Coffee Morning, Remembrance Day/Sunday and Torchlight reception.
11. To undertake administrative tasks such as filing, photocopying and ordering of consumables.
12. To assist with small projects as required.

13. To assist the Assistant to the Town Clerk with tasks associated with Kendal in Bloom and allotments as required.

14. To fulfil any other reasonable duties required, including providing cover when the Assistant to the Town Clerk is absent.

3.0
REPORTING RESPONSIBILITIES

3.1 The Post holder will report to the Town Clerk.

4.0
PERSON SPECIFICATION

4.1
The Person specification containing details of all educational, professional and other personal requirements is below.

	Criteria
	Standard
	Essential
	Desirable

	
	
	
	

	Education
	Relevant Professional qualifications (final qualification gained by examination).
	
	D

	Experience


	Experience in a relevant sector.
	E
	

	
	Evidence of administration skills.
	E
	

	
	Evidence of working as part of a team.
	E
	

	
	Evidence of flexibility in an approach to work.
	E
	

	Skills and Attributes
	Proven self-starter with ability to work on own initiative.
	E
	

	
	Proven ability to organise events.
	E
	

	
	Proven ability to develop relationships with partners.
	E
	

	
	Proven ability to create, maintain and enhance effective working relationships.
	E
	

	
	Proven ability to communicate effectively with colleagues, groups, partners and members of the public, both orally and in writing.
	E
	

	
	Proven ability to identify improvements in methods of work and bring about effective change.
	
	D

	
	Proven ability to understand and use Information Technology, including maintaining an electronic diary, website and social media.
	E
	

	
	Proven ability to manage small scale projects.
	
	D

	
	Proven ability to work to and meet firm deadlines.
	E
	


