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JOB DESCRIPTION
Administration Assistant Apprenticeship
Date effective:  July 2022
MAIN PURPOSE OF THE POST:

To provide general administrative support to the Town Council to ensure the efficient running of the service with specific responsibility for climate change administration and communication.

To deal with members of the public with enquiries (both in person, by phone or social media) as necessary.

RESPONSIBLE TO: 	Office Manager

OTHER RELATIONSHIPS:

· Officers of the Council
· General Public

CONTACTS:

Internal 70%:		All Shrewsbury Town Council staff and elected members
External 30%:		Local Members, residents and local stakeholders



MAIN DUTIES:

General

1. To undertake the Business Administration Level 3 Apprenticeship within 2 years.

2. To answer the Town Council’s main switchboard number and direct calls appropriately.

3. To deal with general enquiries by phone, general e-mail inbox, social media and through visitors to the main office.

4. To provide general administrative duties including incoming/outgoing post, photocopying, laminating, binding etc.

5. To provide admin support for all staff including typing any letters, reports, minutes, memos and general correspondence.

6. To provide data entry on various projects for example Team Shrewsbury ASB logs, Fisheries etc.

7. To assist with uploading messages to various social media platforms.

8. To maintain the Town Council’s filing system (paper & electronically) in accordance with the Town Council’s Document Retention Policy.

9. Assist in the handling of monies for recreational bookings including the Key Play Scheme.

10. To oversee the content for Shrewsbury Town Council and Councillor noticeboards, including Public Notices, Councillor Contact Information etc.



11. To undertake any such duties as may be reasonably required within this post to support the operational needs of the service area of the Council, including deputising for other members of staff during holidays, sickness absence etc. and maintaining business continuity and during civil emergencies.


Climate Change

1. To assist the Deputy Town Clerk with the delivery of the Climate Change Action Plan.

2. To support the Communications Officer with climate change publicity.

3. To update the Climate Change Standing Committee on recent activities.

4. To identify, engage with and support relevant networks, groups and forums at local events which will assist the Town Council in delivering its response to climate change.







PERSON SPECIFICATION
	ESSENTIAL
	DESIRABLE

	Qualifications/Education/Training

	· Good Standard of Literacy & Numeracy.
· Strong communication skills.
· GCSE Grades A*- C / 9-4 (or equivalent) in Maths and English (certificates required for evidence).   

	

	Experience

	· Good working knowledge of the computer system.

	

	Knowledge

	· Experience of using Microsoft Office packages.
· Interest in climate change and in supporting the Town Council in achieving its Climate Change Action Plan.

	· Knowledge of the local area.


	Skills and competencies

	· Ability to work as part of a team.
· Good interpersonal skills with the ability to develop and maintain good relationships with staff, councillors, external bodies.
· Ability to maintain confidentiality.

	

	Personal Attributes

	· Flexible, pro-active and “hands-on” approach to tasks.
· Commitment to the delivery of quality service.
· Enthusiastic and flexible. 

	

	Special Conditions

	· Willingness to undergo training to acquire relevant new skills or knowledge relevant to the job.
· Care and accuracy is required in the processing and preparation of information.
	· Prepared to work varied hours to meet the needs of the post.
· 
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