WELTON-BY-LINCOLN  PARISH COUNCIL

JOB DESCRIPTION – PART-TIME ADMINISTRATION ASSISTANT 

To assist the Clerk/Deputy Clerk to the Council with all administrative tasks and procedures in the Council Office and to undertake any reasonable office duties, as agreed with the Clerk/Deputy Clerk to the Council. 
Main Responsibilities

1. To deal with the day-to-day administration of the Library & Community Hub including training to use the library computer system, keeping all necessary records, organising the volunteers rota, liaising with GLL’s Library Development Officer and LCC and other associated tasks.
2. To deal with the day-to-day administration of the Community Speed Watch Scheme including training and covering for absences, keeping all necessary records, organising the volunteers rota and other associated tasks.
3. Training to use the Parish Online Digital Mapping system and producing information for the Council.
4. To assist in the maintenance of financial records as necessary under the direction of the Clerk and Proper Officer/Responsible Finance Officer.


6.
To assimilate a detailed working knowledge of Council procedures.
7.
To attend training courses, seminars, conferences or other training sessions, by agreement and where deemed necessary by the Council or the Clerk. 
8.
To include evening attendance at meetings as and when required.

9.
To assist the Clerk/Deputy Clerk to the Council with any ongoing project work entered into by the Council.
11.
To take all reasonable steps to protect and promote the interests and business of the Council and to maintain all necessary confidentiality with regard to Council matters.
12. 
To undertake other such duties as may be required from time to time, in particular, to provide cover for office staff in the event of annual leave and sickness and working evenings, weekends/bank holidays, as required for meetings and events organised by the Council.

