SPENNYMOOR TOWN COUNCIL
JOB DESCRIPTION
1.
 POST TITLE 

Finance and Administration Assistant 
2.
 POST NUMBER

N/A
3. 
GRADE 

Spinal columns 7-12
4. 
JOB REFERENCE

N/A
5.
LOCATION

Your normal place of work will be Spennymoor Town Hall, however the post holder will be required to work at any council workplace throughout the Parish.

6. 
ORGANSIATIONAL RELATIONSHIP 
Directly responsible to

The Finance Manager
Work alongside
The other 3 finance & administration assistants (an overall team of 4)
Responsible for
Customer interaction and the delivery of an effective finance and administrative support service to Senior Officers and elected Members
Hours of work
the post holder will work 37 hours per week to meet the needs of the business as part of a seven day working week.
7. 
DESCRIPTION OF ROLE

The post holder will provide positive interactive customer service via telephone and frontline reception services, take payment for goods and services, and deliver an effective administrative and financial support service to customers, senior officers and elected Members, across the full range of the Council’s legislative and discretionary service requirements. The post holder will provide financial and administrative support to officers and Members, including the preparation of key documents, reports, agenda’s minutes and correspondence.
8. 
DUTIES AND RESPONSIBILITIES

Listed below are the duties and responsibilities this post holder will be primarily responsible for:

· To ensure the development and continuous improvement of the Council’s reception service (front desk and telephone) and to meet the agreed service standards when interacting with internal and external stakeholders.

· To provide basic advice and record details when dealing with enquires in respect of the hire of, booking terms and availability of the Town Hall various function suites.

· To prepare correspondence, menus and reminder letters to customers as required by the Facilities Manager through the Finance Manager.
· Checking and updating the RBS Booking System to ensure that all relevant and internal and external information has been communicated regarding each booking.

· Liaising with the Facilities Manager to ensure that all customer requirements have been arranged and booked.

· Preparation of monthly booking sheets for Town Hall activities and weekly sheets for issuing to the Facilities Manager and the Caretaking staff.

· Create, record and monitor a written procedure guide for each and every activity and duty undertaken by the Finance and Administration team, so that in the event of staff absence within the team there is in place a written procedure to follow on a step by step basis for each and every activity and duty undertaken by the Finance and Administration Team.
· Issue notice of planned functions to the Police and Fire Brigade

· Issue invoices and reminders as per financial regulations

· Process income and receipts

· Input financial data to the Sage System, as directed.

· Assist in the administration of the Council’s payroll service as directed.

· Collate and produce Committee and other meeting agenda’s and minutes.

· Updating and maintenance of the allotment spreadsheet.

· Issuing of routine Notices to Quit.

· Assisting in the administrative and financial administration in connection with key Annual Civic Events. Including completion of the necessary Road Closure applications and requesting SAG approval.

· Attendance as and when required at Civic /Council Events

· Complete grant funding applications as directed.

· Type and produce Agenda’s reports minutes and correspondence as directed.

· Undertake cemetery and memorial garden, financial and administrative functions in accordance with the law and town Council policy

· Undertake till reconciliation and banking
· Administer the booking of the Jubilee Park Facilities

· Filing

· Photocopying

· Marketing of Town Council events 

· Promote all Town Council Services at all times and attend meetings and events presenting yourself and the Council in a positive and professional way.

· Preparation of Draft press releases

· Preparation of draft website updates

· Attend Council and Committee and working group meetings as required to undertake administrative duties, including the production of minutes and follow up correspondence.

· Assist the Finance Manager as directed in the provision of an effective finance and administration service. 
9.
COMMON DUTIES AND RESPONSIBILITIES
9.1
Quality Assurance



To ensure the highest standards are maintained.


9.2
Communication

Ensure good communication with individuals within your team and Members of the Public

9.3
Professional Practice
To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of its service to internal and external customers.

To positively promote all Town Council Services and Facilities at all times and when required to attend Town Council events and promotions, representing the Town Council in a positive, polite and professional manner at all times.

To adhere to all Council Policies and Procedures as set out in the Member/Officer Handbook at all times.

9.4
Health and Safety
· To ensure that the Health and Safety policy, organisation arrangements and procedures as they related to areas and activities under your control are understood, implemented and monitored.
· Ensuring that protective clothing and footwear appropriate to the prevailing conditions is worn, only approved materials are used during work related activities and that safe methods of work are adapted in line with Health and Safety requirements and best practice.

· Attending appropriate Health and Safety and other relevant training courses as part of the training requirements identified to enable all duties to be carried out.    

· Reporting all incidents and accidents to the line manager. 

9.5
Appraisal


All staff will receive appraisals and it is the responsibility of each member of staff to following guidance on the appraisal process.

9.6
Equality and Diversity

As an organisation we are committed to promoting a just society that gives everyone an equal chance to learn, work and live free from discrimination and prejudice.  To ensure our commitment is put into practice we are developing policies, which will seek to remove any barriers to equality of opportunity and to eliminate unfair and unlawful discrimination. These policies apply to all employees of Spennymoor Town Council.

9.7
Confidentiality

All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential or business information to which they may have access during the course of their work.


All Members of staff must be aware that they have explicit responsibility for the confidentiality and security of information received and imparted in the course of their work and using council information and assets.

9.8
Induction
The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.

Spennymoor Town Council

Person Specification – Finance and Administration Assistant

	
	Essential Criteria
	Desirable Criteria
	Method of Assessment

	Qualifications
	· 4 GCSE grades A-C 

(including English Language or Literature or relevant equivalent)
	· BTEC National in Public Administration or NVQ 3 in Business Administration or equivalent

· RSA Level 2 Typing qualification or equivalent
	Application form

Certificates
Interview

References

	Experience
	· Ability to provide financial and administrative support to the team

· Previous experience of providing good customer service to both internal and external customers.

· Working with a range of IT packages
	· Provision of administrative support to a team

· The ability to undertake basic financial transactions with customers and input financial data via computerised systems

· Previous experience of working directly with the public working with a customer request and booking system
	Application form

Certificates
Interview

References

	Skills Knowledge Aptitudes
	· Word processing/ICT literate/Excel
· Competent word processing/document production
· Good time management and organisational skills

· Good communication and inter-personal skills

· Able to prioritise a varied workload
	· Typing speed of 50wpm

· Political sensitivity and awareness

· Basic knowledge and administration of payroll service
· Social media skills with the ability to update and inform
	Application Form

Interview

References

	Personal Qualities
	· Ability to use own initiative and work with the minimum of supervision

· Discretion and confidentiality

· Able to work under pressure

· Commitment and drive

· Flexible approach to work

· Approachable

· Tact and diplomacy
· Resilient
· Reliable
	· Sense of humour
	Interview

References


