Westbourne Parish Council 
Person Specification: Assistant Clerk

ESSENTIAL 
Knowledge/qualifications: 	English GCSE or equivalent 
Skills: 				Experience In an office administrative role 
Computer skills M365: in Word and Outlook 
Good communication skills: Oral and in writing (letters/reports) 
Good people skills: Dealing with sensitive situations 
Good telephone manner: Deal with enquiries/keep records 
Social media: Able to manage and administer social media platforms and website
Using office equipment: Laptop, photocopier and scanner
Attitudes: 	Can work on own initiative: Manage own workload
Self-motivated: Must be able to meet deadlines 
Work flexibly: Able to work flexible hours. Work from home with occasional meetings in Westbourne. 
Opportunity for training and development.
DESIRABLE 
Knowledge:			 
Skills: 	Creative ability: Able to contribute to the design of publications and update the website and social media pages 
Comprehension: Good use of the English Language written and Verbal 
Attitudes: 			A team person: Able to work well with others 
A positive attitude: Able to deal with challenges 



Westbourne Parish Council 
Person Specification: Assistant Clerk 
Reporting to: The Parish Clerk 
Hours: 10 hours worked flexibly over the week 
Workplace: From home with occasional meetings in Westbourne.  
Overall responsibilities:
The Administrator is responsible for overseeing the Parish Council’s day-to-day administrative tasks to ensure the smooth running of the business. 
The Administrator will be the first contact for members of the public and will be required to ensure that all enquiries are directed to the correct person/committee. 
The Administrator will be accountable to the Clerk for the effective management of all its resources. 
For specific responsibilities refer to job description. 

