JOB DESCRIPTION
JOB TITLE:


Receptionist/Administrator
Reporting to:

Town Clerk
PURPOSE OF JOB: 
To work with and support the Town Council Administration .
RESPONSIBILITIES:
1.
To be ready for work by 9am; having the reception door open and the telephone switched to day office mode. To manage/record incoming post / emails / phone calls and action accordingly.

2.
To deal with general enquiries from members of the public, referring where necessary to the Clerks or Shropshire Council.  To be ‘the face of the Town Council’ dealing with the public directly. Ensuring all messages are properly logged and passed on to the appropriate Clerk.
3.
To develop, operate and update the council’s website
4.
Maintain the Mayors Diary and ensure the Mayor and Deputy Mayor are aware of upcoming invitations and ceremonies. To assist with the organisation of civic functions; including the civic dinner and civic service and also liaise with the Mayor over invitations received from other councils / organisations and send out appropriate correspondence. 

5.
To record outgoing post and ensure its prompt despatch.
6.
To carry out routine administrative tasks; such as collating information, photocopying, and filing, and any other similar work.
7.
To adhere to the Council’s code of conduct in terms of appearance and behaviour.

8.
To observe and respect the confidentiality of information and personal data to which the postholder will become privy.

9.
To attend training courses as required by the town council.
10.
 To carry out other duties as required by the Town Clerk.
11.
 To be aware of and adhere to the Council’s policies.
12.
To carry out all duties with an awareness of Health & Safety issues.
Note:

This list of duties in the job description is not to be regarded as exclusive or exhaustive, and as for the term of your employment you will be required to undertake other duties and requirements associated with your job or other duties which may be reasonably be required of you.

REQUIREMENTS
· Numerate and Literate

· Administrative Skills

· Computer Literate - email / word processing / spreadsheets / accounts packages

· Experience of working in an office environment

· Knowledge of Local Government desirable 

· Communication Skills - verbal and non-verbal

· Ability to work independently and also as part of a team

· Capable of working under pressure and to strict deadlines
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