Yate town council

JOB DESCRIPTION

JOB TITLE: 

SERVICE SUPPORT ASSISTANT
GRADE: 

H10

REPORTS TO: 
SERVICE SUPPORT OFFICER
TEAM:

SERVICE SUPPORT
1.
JOB PURPOSE
Responsible to the Service Support Officer and the Service Support Manager for assisting in the day-to-day administration work of the Town Council.

2.
MAIN DUTIES/ACCOUNTABILITIES

(a)
To assist the Service Support Officer to support the work of the Town 
Council as a whole within a broad administration remit.  

(b)
To circulate agendas, reports, minutes and to arrange and occasionally facilitate meetings of the Town Council by attending to take minutes.
(c)
To be responsible for the civic diary. 
(d)
Under guidance from the Service Support Officer;
· To assist the Service Support Officer & Service Support Manager in the provision of support service administration for the Town Council as a whole including community services and project administration, events administration and estates administration;
· To assist with administration for the Town Council outposts of the Armadillo, Heritage Centre and Pop Inn Café for holistic delivery of Town Council operations;
· To assist the Service Support Officer & Service Support  Manager with specific administrative and support service schemes and projects;
· To assist the Service Support Officer & Service Support  Manager in the management of the Town Council office, document maintenance and management and in developing and maintaining administrative processes; 
· To support the Service Support Officer & Service Support  Manager in assisting with compliance, governance, legal, policy, resource, staffing, health and safety and data security issues;
· To assist the Service Support Officer & Service Support  Manager in the management of communications including electronic communications, incoming and outgoing correspondence, publications (newsletter, Town Guide, promotional and marketing materials), events, noticeboards, press liaison and press releases, publicity, social media, website development, Poole Court foyer and dissemination of information as appropriate;
· To support and assist in matters relating to the administration of the Planning and Transportation Committee.  

· Under the direction of the Service Support Officer, to undertake actions emanating from Town Council meetings (eg, consultations responses, meeting actions etc);
· To assist with the processing and management of the HR database and for booking training for development of staff, councillors and volunteers and maintaining appropriate records;
· To assist with community and civic events/functions, including the Civic and Remembrance Services, and to assist with other Town Council events.

· To carry out reception duties, answering telephone calls and dealing with enquiries and personal visits from the general public, ensuring their queries are answered satisfactorily and / or they are referred to the appropriate person.

You will be expected to be able to administrator all of the duties within this job description.  However each post holder will focus on one of two broadly defined areas, under the leadership and direction of the Service Support Manager:
1. Civic diary and supporting events/functions, planning and external communications OR

2. Governance, compliance, resources and internal communications.
3.
DIMENSIONS

No financial responsibility.
4.
JOB CONTEXT

To undertake the day-to-day administration of Yate Town Council, provide a service to the public and support the Town Council.

5.
SUPERVISION AND WORK PLANNING

The postholder is expected to prioritise their own daily routine tasks and to carry them out.  The postholder receives day-to-day supervision and work from the Service Support Officer, which is completed according to the priorities determined.

6.
PROBLEMS AND DECISIONS

The post holder will provide practical advice to team members on a variety of administrative support issues. He/she is expected to be able to solve straightforward problems, using their own initiative such as booking HR training, organising dates for meetings, or responding to members of the public.


The post holder should be able to effectively prioritise work demands to meet deadlines.  

Urgent requests may be received in the absence of the Service Support Officer & Service Support Manager.  In such instances the post holder will need to consider the urgency of the request and decide on the appropriateness of immediate action, such as referral to the Town Clerk, or Deputy on  duty.

Some of the information that the team obtains is sensitive or confidential, and it is important to exercise the highest standards of discretion and compliance with data protection requirements.  

The post holder can refer to line manager for more complex issues that may arise i.e. complaints.
7.
CONTACTS

Service Support Officer -

line management.

Apprentices  - 
for assisting in their development through on-the-job learning.
Wider Town Council staff team -
to work together to deliver the work of the 




Town Council. 
Town Councillors
-

Responding to enquiries and informing them 
of current and relevant information.

Members of the Public - 
Giving assistance and directing them to the relevant department where necessary.

8.
KNOWLEDGE, EXPERIENCE AND TRAINING

Essential

· Considerable experience in administrative work. 

· NVQ level 2 in Administration, or commensurate level qualification or experience. 

· Good IT, numeracy and literacy skills.
· Experience of providing good standards of customer service, including dealing with complaints.
· Able to communicate with a range of stakeholders, including community groups, management committees and the general public.

· Good organisational and prioritisation skills - able to work on own initiative and effectively manage priorities against deadlines.
Desirable
· Experience of working within a local government or community setting.
9. PHYSICAL EFFORT AND/OR STRAIN

Normal office environment.
10. WORKING ENVIRONMENT

Normal office environment or working from home.
11. EQUIPMENT

Computer and normal office equipment.

12. GENERAL

This job description only contains the principal accountabilities relating to this post and does not describe in detail all the tasks required to carry them out. 

Duties may vary from time to time without changing the character of the post or the level of responsibility.

13. SPECIAL NOTES OR CONDITIONS 

The postholder will be based at Poole Court. However, they may be required to work from home or  at other Town Council settings and will be required to attend occasional evening meetings and occasional weekend/Bank Holiday events.

Requirement to be first aider.  
The post holder will be required to undergo training.

Evaluation Date: October 2016

Effective Date:
February 2017

Reference: SSA
YATE TOWN COUNCIL
EMPLOYEE SPECIFICATION

JOB TITLE: SERVICE SUPPORT ASSISTANT

	ASSESSMENT CRITERIA
	ESSENTIAL


	DESIRABLE

	Qualifications
	NVQ level 2 in Administration, or commensurate level qualification or experience. 
	

	Work related experience and Associated Vocational Training


	Considerable experience in administrative work. 

Good organisational and prioritisation skills - able to work on own initiative and effectively manage priorities against deadlines.


	Experience of working within a local government or community setting.


	Other Relevant Experience
	Experience of providing good standards of customer service, including dealing with complaints.

	

	Specialist Knowledge
	
	

	Job Related Skills
	Good IT, numeracy and literacy skills. 

	

	Personal Skills
	Able to communicate with a range of stakeholders, including community groups, management committees and the general public.
	

	Special Working Conditions
	Out of hours working to support occasional evening meetings and events.
First Aider Requirement.
	


