                                               SOMERCOTES PARISH COUNCIL       									

Job Title:   		Administrative Assistant and Booking Administrator 
Responsible To: 	Clerk to the Council
Employment Status: Part time (20 per week) including occasional evening work
[bookmark: _Hlk215663692]Salary Scale:              SCP:  14-17-(£15.31-£16.08) per hour

Key Responsibilities:  
Administrator for the Parish Rooms, including receiving and administering bookings from external agencies and groups.
Invoicing and issuing receipts for bookings.  
Carrying out statutory premises checks, arranging and ensuring routine maintenance and servicing.   Maintaining appropriate records. 
General administrative and financial support including document management, record keeping, filing, printing and ordering.
Assisting the Clerk and RFO with statutory obligations, such as meetings, financial reporting, council events, internal controls and risk managements.
Liaise with groups and members of the public through phone calls, emails and in person
Providing the parish wardens with admin support around inspections, checks and parish hall maintenance.
Emergency contact and keyholder. 
Nominated fire warden and first aid contact.
Additional duties as required.
Please call 01773 603810 or email clerk@somercotesparishcouncil.gov.uk  for a recruitment pack and application form
Closing date for applications:  23 January 2026

 
