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Vacancy for an Assistant Clerk
Part time: 10 hours per week
Hybrid: Mainly home-based with attendance at 
meetings/appointments in Westbourne as necessary
Fixed term contract up to 12 months
NJC Scale17 - 23
£16.08 per hour / depending on experience

Westbourne Parish Council is seeking to appoint an experienced and proactive Assistant Clerk. We are looking for someone who is motivated, organised and has excellent finance, administrating, IT and communication skills to join our team. 

The post holder will be in a varied working environment supporting the Parish Clerk in the day-to-day running of the Parish Council and its administrative services. You will need to be proactive and helpful to support the Parish Clerk, Councillors and residents. You will need to be able to work independently from home. The involves some of the following

· Support the Clerk to organise meetings, agendas and minutes, prepare documentation and follow up on actions. 
· Manage the Council’s website and communications and liaise with many other organisations and groups. 
· Assist in organising community events and managing Council assets. 
· Ensure compliance with statutory requirements and assist in financial matters, including some online banking.
· Administrative support to the Parish Clerk and Council Members.
· Monitor and maintain records in accordance with Council policies and procedures
· Process and coordinate room bookings and assist with events.

Good communication and ICT skills are vital to ensure the role is undertaken effectively. The successful applicant will need to be confident assisting members of the public, organised, proactive, flexible, able to multi-task and respond well to changing priorities with excellent time management skills. They must be able to work on their own initiative and be committed to team working.  

In return we can offer 25 days annual leave plus bank holidays, access to the Local Government Pension Scheme and opportunity for training. 

If you are interested in this varied role, we would welcome an application from you. Please refer to the job description and the person specification which is available at www.westbourne-pc.gov.uk where the application form can also be downloaded. 

Only completed application forms will be considered for this position, and successful shortlisted applicants will be contacted for interview. 

For further information and to discuss the role, please contact Clare Kennett, Parish Clerk, on 07775654483. 

Closing Date:
Interviews:
Proposed start date: As soon as possible
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