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SADDLEWORTH  


	POST TITLE:
	Parish Council Administrator

	
	

	GRADE:
	Scale Point 6 (Full time equivalent £25,989)

	
	

	RESPONSIBLE TO:
	Parish Clerk and Facilities Manager 


	MAIN PURPOSE OF JOB:
	To manage and support all administration relating to the councils’ services and activities. This will include attending meetings, writing minutes, events management support, maintaining records, supporting the Parish Clerk with day to day management of the Council and ensuring that all legal requirements are complied with. Attendance at occasional evening meetings and events will be required.

	STANDARD HOURS: 
	25 hours per week 
09.00 – 14.00 -5 days per week (some flexibility may be considered).


	PLACE OF WORK:
	Civic Hall, Uppermill.



Saddleworth Parish Council
Parish Council Administrator – Job Description
Overall Responsibilities 
The Parish Council Administrator will support the Clerk and in his/her absence cover as much of the role as is practicably possible.  The postholder will be responsible for servicing the council committees in addition to other duties as required. 
KEY DUTIES AND RESPONSIBILITIES:
All duties and responsibilities will be carried out with strict regard for Health & Safety regulations, the Parish Councils rules, regulations and policies in force. This job description sets out the main duties of the post. Such duties may vary from time to time, without changing the general character of the post, or the level of responsibility entailed. 
1. Office Administration 
· To provide full secretarial and administrative support to the Clerk.
· To provide effective and efficient administrative support to all staff 
· To respond to enquiries and requests for information from members of the public. 
· To manage the provision of support services in connection with the day to day activities of the Parish Council and the manning of the Council Office, providing support to visiting members of the public and councillors where appropriate
· To deal with correspondence which includes opening post, drafting letters for review by the Clerk, responding to emails. 
· To gain a working knowledge of all aspects of the Clerk’s role and be able to provide cover for holidays, sickness and unforeseen circumstances.
· To undertake administrative tasks in connection with the day to day running of the office as required including photocopying and filing.
· To collect and record any cash or cheques that are brought into the office and issue a receipt.
· To design all internal stationary.
· To manage the initial bookings enquiries for the Civic Hall; ensuring the councils’ rules and regulations are known and observed by the hirer. 
· To manage the online hall booking facility.
· To provide event management support to the Clerk in the organisation of all Council 
·   events, ie Civic Ball, Saddleworth in Bloom. 
· To maintain manual and computer-based filing systems, which involves the creation and updating of files & the filing of all documentation. 
· To assist the Clerk in developing the Council newsletter and to update the website and the Council’s social media presence where required
· To act in a professional manner as a representative of the Parish Council and assist in providing a point of contact for customer enquiries and general administrative duties. 
2. Council Meetings and Services 
· To assist the Clerk in ensuring that accurate agendas and reports are available for all meetings of the Council and its Committees.
· In the absence of the Clerk, to take accurate and relevant minutes of meetings of the Council and its Committees. Some meetings take place in the evenings where time off in lieu or additional pay can be agreed.
· To support the Chair of the Council in an administrative capacity when required. 
· To support the Clerk in servicing Council and committees as and when required and deal with the requirements of each Committee.
· To assist the Clerk with any administrative tasks required in the management of the allotments in conjunction with the Allotments Central Society and provide a link to the committee for any actions if required.
· To assist the Clerk with any administrative tasks required in the management of the Cemetery.
· To assist the Clerk with any administrative tasks required in the management of Rochdale United Chairity with support from the trustees.
3. Other Responsibilities 
· To attend training courses as required by the Council. 
· To comply with all relevant Council systems, policies and procedures to ensure compliance with financial regulations, standing orders and administration procedures and systems. 
· To work in a flexible manner to meet the requirements and demands placed on the Council. 
· To undertake such duties and responsibilities of an equivalent nature as required by the Clerk, or in their absence, the Chair of the Council and Chair of the Staffing Committee
Supervision and Guidance 
The job is essentially self-supervising within the administrative workload, which is planned and arranged to coincide with the dates and cycle of meetings. There will be direct supervision on specific projects by the Clerk. 
Special Conditions of the Job 
The nature of the job means that it will occasionally involve evening work where time off in lieu/additional payment will be offered.  
The post holder, as a representative of the Parish Council, is expected to conduct themselves in a professional and courteous manner at all times.
Due to the nature of the job the Parish Council Administrator will be expected to maintain total confidentiality in matters relating to the work of the Council.
