WELTON-BY-LINCOLN PARISH COUNCIL

PERSON SPECIFICATION – PART-TIME ADMINISTRATION ASSISTANT 

	Competency


	Essential
	Desirable

	Education, qualifications and knowledge

	Basic level of numeracy and literacy

Ability to use Microsoft Office/Word/Excel
	Administration experience



	Abilities: 

Practical and skills


	Ability to work effectively as part of a team

Ability to communicate orally and in writing

Accurate keyboard skills 

Reliable and punctual


	Experience of working in an office environment 
Dealing with the general public

Basic understanding of websites

Experience of using social media 
Ability to maintain records 

Excellent organisational skills



	Job circumstance
	Prepared to work on your own initiative, with occasional lone working

Willingness to work evenings when council or committees meet and weekends/bank holidays for council events
Flexible and committed to the Council
Confidentiality

	Familiar with Welton and the layout of the village
Current Full driving licence and use of a vehicle


	Equalities
	Ability to work in a non-discriminatory manner, in accordance with the Council’s Equal Opportunities Policy


	


