    
Boreham Parish Council
Administrative Assistant and Project Support Officer (7 to 12 hours per week)
Job Description
Overall Responsibilities
[bookmark: _GoBack]The Administrative Assistant and Project Support Officer provides administrative assistance to the Clerk and the Parish Council.  The role includes working in the Parish Office two or three mornings a week and dealing with telephone, email and visitor enquiries, photocopying and mailing fortnightly agendas, and assisting with Parish Council projects.
The hours are flexible, depending on workload, and will involve occasional attendance at evening meetings and occasional weekend work.
Specific Responsibilities
· To photocopy agendas, minutes and all associated paperwork, send out the agendas on a fortnightly basis and file paperwork as appropriate.
· To provide office cover on two or three mornings per week to include dealing with emails, correspondence, telephone calls and visitors to the Parish Office, photocopying, filing and general administrative support in accordance with the directions of the Clerk and policies of the Council.
· To assist the Clerk with the delivery of Parish Council projects.
· To assist at Parish Council events (these may take place at the weekend or on an evening).
· To attend occasional evening meetings and take the minutes (cover for the Administrative Assistant and Allotments Officer).
· To attend training courses on the work of the Parish Council as required by the Council
· To provide cover for the Clerk when she is on annual leave.
· To undertake any other reasonable duties, as determined by the Clerk.
Salary Scale:
LC1 18 – 23 (£17,891 - £21,057 pro rata).  Hourly rate: £9.30 to £10.94, paid monthly.
Hours: 7 to 12 hours per week for an initial one year contract.  4 weeks annual leave plus 2 statutory days, pro-rata.
