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VACANCY 
ADMINISTRATION ASSISTANT


Responsible to the Town Clerk 

Hours of Work; 		Monday to Friday 9am-1pm 
			With some additional evening and occasional weekend work for Civic Events 			Council meetings. 
Place of work; 		Office based public facing at The Moot Hall, Market Cross Place, Aldeburgh,                             
Salary; 			LC1 Scale 14-17 
Holiday 		28 days including Bank Holidays per annum (pro rata) 

Role 

Provide effective and efficient administrative support to the Town Clerk, Mayor and Councillors through the establishment and delivery of a range of administrative procedures, processes and activities in order to assist with the delivery of the service and key objectives for the Town Council.

Responsibilities

• Provide a central point of contact for a range of specific administrative matters ensuring all enquiries are received and progressed to resolution in a timely manner.

• Ensure the efficient processing of incoming and outgoing communications ensuring these are progressed using appropriate recording and tracking procedures.
Keep and update a record of contacts within East Suffolk Council, Suffolk County Council, and organisations in Aldeburgh.

• Provide administrative support to the Town Clerk, Mayor and Town Councillors undertaking activities to include Minute taking at meetings, diary management, organising council meetings and ensuring papers are issued and distributed on time.

• Be responsible for maintaining the Council website ensuring it is up to date at all times.

• Maximise the use of traditional methods and social media accounts in the workplace to facilitate communication of Council activity.

• Undertake research to input into reports as requested by the Council and Town Clerk.

• Provide additional Reception cover for the Town Hall and visiting general public.

• Support Council committees and community events

For further information and to apply, please send your CV and Supporting letter detailing why you are suitable for the role to the following email address; 

townclerk@aldeburghtowncouncil.gov.uk
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