SOMERCOTES PARISH COUNCIL

ADMIN ASSISTANT & BOOKING ADMINISTRATOR – PERSON SPECIFICATION



	
	
	Essential
	Desirable 

	· Educational Qualifications
	· 
	· Good general education:
· 3 GCSE’s C or above 
	· Certificate in Introduction to Local Council Administration (ILCA)
· First Aid qualification


	· Work Experience
	· 
	· Experience of dealing with members of the Public
· Experience in a similar environment that includes providing admin support and the management and scheduling of event bookings.
· Experience in calculating invoices whether manually or electronically.  
	· Previous Local Government experience
· Health & Safety procedures awareness


	· Skills/Knowledge and Aptitude
	· 
	· Ability to effectively manage  the rental of parish rooms or similar facilities
· Management of similar premises
· Demonstrable organisational skills.  
· Ability to effectively prioritise conflicting demands.
· Admin skills to provide support to other team members.

· Good communication skills, including verbal, written and listening skills
· IT skills 
· If not already done so, to undertake the Introduction to Local Council Administration (ILCA)training

	· Knowledge of legal, statutory and other provisions governing or affecting the council , or the willingness to acquire these skills through relevant training.
· Experience of working with the scribe accounting system
· Experience of working with websites
· Desktop publishing



	· Personal Qualities
	· 
	· Essential
	· Desirable

	· 
	· 
	· Team player
· Evidence of collaborative working
· Pleasant positive personality
	· Can-do approach





