
FLECKNEY PARISH COUNCIL
ADMINISTRATIVE ASSISTANT

JOB DESCRIPTION
Accountable to: 

The Clerk to the Council and in his/her absence the Chairman of the Council.
Annual Appraisal by: 

The Clerk to the Council.
Location:

Sports Centre, Leicester Road, Fleckney, LE8 8BG.

Main Objectives of Post:
To provide administrative support and assistance to the Clerk to the Council and the Facilities Manager/Sports Development Officer.

Principal Duties and Responsibilities:
1. To ensure documents are filed promptly and filing systems are maintained appropriately.

2. To assist with the preparation, photocopying and collation of agendas for meetings of the Parish Council and its committees.

3. Delivery of agendas and other documents to parish councillors’ home addresses within Fleckney.

4. Collection of the Council’s post from the Post Office as required.

5. To assist, in the absence of the Facilities Manager/Sports Development Officer and if required, with the preparation and despatch of invoices for goods/services provided by the Parish Council.

6. To record details of all cash, cheques, credit card transactions and other amounts received on the Council’s Accounting System.

7. To process invoices for payment, create BACS payments and record details of all payments made on the Council’s Accounting System.

8. To prepare VAT claims for submission to HMRC.

9. To maintain the Council’s Accounting System in an up to date manner including dealing with software updates, maintaining budget information and the production of monthly, yearly and ad hoc reports as required.
10. To maintain data transparency information relating to payments.

11. To take bookings for the use of the Sports Centre facilities as required and help maintain the online Bookteq booking system.
12. To assist, in the absence of the Facilities Manager/Sports Development Officer and if required, with the banking of cash and cheques.
13. To administer, maintain and reconcile the petty cash float.

14.  To assist when available and as required with the set up of facilities at the Sports Centre including the collection of monies and the security of the building.
15. To assist with answering telephone enquiries and dealing with personal callers to the Sports Centre.

16. To provide administrative support to the Facilities Manager/Sports Development Officer as required.
17. Any other duties allocated by the Clerk to the Council that are consistent with the duties and responsibilities set out above.
PERSON SPECIFICATION

The ideal person will have, or be able to demonstrate, the following:
Skills, Qualities and Attributes:
· Be capable of carrying out the required tasks and be prepared to work with the minimum of supervision. 

· Good time management skills and ability to work on own initiative.

· The ability to work and communicate effectively and appropriately with people from a variety of backgrounds, including the general public and people from local groups, sporting clubs and other organisations.

· A good standard of literacy and numeracy.

· IT skills including the use of Microsoft Word and Excel.

· Some experience of handling small amounts of cash and cheques.

· The ability to work with patience and tact.

Equal Opportunities:
Fleckney Parish Council aims to be an Equal Opportunities employer, employing people on merit and ability to do the job, and welcomes applications from people from all sections of the community.
Disability Discrimination Act: 

Reasonable adjustments will be considered under the Disability Discrimination Act 1995 (and any amendments) for job applicants who, because of disability, cannot meet particular requirements.

Offer of Employment:
Any offer of employment would generally be subject to satisfactory references and of legal entitlement to work/employment in the UK. If appropriate, also a criminal records check through the Data Barring Service would be undertaken.

Data Protection and Information:
All information given will be processed in line with the principles of the ‘Data Protection Act’. Information is only used by Fleckney Parish Council for the purposes of recruitment and employment; for a person’s involvement in the Council and for statistical monitoring. If at any time a person objects to this, they should contact the Clerk to the Council.
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