   CHESHAM TOWN COUNCIL
JOB DESCRIPTION

POST TITLE:
ADMINISTRATION ASSISTANT (part-time 15 hours per week)
Grade 2 (SCP 2-5) 
Salary (inclusive of Outer Fringe Allowance) £7,631- £8,083. 
PURPOSE OF JOB:
To support the Parks and Premises Manager in producing Quotes, Invoices, Job sheets and Risk Assessments.  Assisting with Accounting and Stock Control



ORGANISATIONAL RELATIONSHIPS:


The post holder will be responsible to the Parks and Premises Manager and have regular contact with the Parks operatives




PLACE OF WORK:

Depot – Lowndes Park and Town Hall 
Duties and Responsibilities
1. Preparing quotes for work as detailed by the Parks and Premises Manager.
2. Keep up to date accounts, produce invoices and complete purchase orders using the Pegasus accounting software package.
3. Maintain the departments stock records.
4. Monitor all incoming emails and deal with queries as they arise.
5. Assist the Parks and Premesis Manager and Deputy Parks and Premises Manager to assign and prioritise Job Sheets and Job Schedules to depot staff, to include recognising and reacting to/allocating emergency jobs if and when they arise.
6. Carry out and keep up to date risk assessments.
7. General clerical duties including filing, photocopying, use of email and answering the telephone.

Experience of Microsoft Word, Excel spreadsheets and Pegasus accounting preferred.
Conditions of Service
These are in accordance with the National Joint Council for Local Government Services.

Salary
Salary will be within the grade, dependent upon experience and qualifications and paid monthly on the 15th of every month by BACS transfer. For superannuation purposes salary is pensionable pay.

Pension
You will have a choice whether to join the Local Government Superannuation Scheme (LGSS), contribute to the State Related Pension Scheme (SERPS) or arrange your own Personal Pension Plan. If you choose to join the LGSS, 5.5% of your gross pay will be deducted from your salary and paid into the Pension Fund. Further details will be made available at commencement of employment.

Probationary Period
New entrants to Local Government are required to complete a probationary period of six months.

Working Hours
You will be expected to work a total of 15 hours per week over 4 or 5 days. Hours/days of work are subject to negotiation and mutual agreement. Ability to work on Friday is preferable.
Period of Notice
One month.

Smoking Policy
Applicants should be aware that the Depot is a “no smoking environment”.

Annual Leave
93 working hours per year including bank holidays.

Disclosure of Criminal Background of Applicants
All applicants are required to disclose criminal convictions or cautions which are not spent. The information you give will be treated in confidence. The disclosure of a criminal record will not debar you from appointment unless the selection panel considers that the conviction renders you unsuitable for appointment. In making this decision the panel will consider the nature of the offence, how long ago and what age you were when it was committed. Failure to declare a conviction may disqualify you from appointment.
