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Coxhoe Parish Council
Administration Officer Vacancy

Candidate Information Pack

Coxhoe Parish Council serves the villages of Coxhoe and Quarrington Hill



Message from the Chair of Coxhoe Parish Council

Dear Applicant

Thank you for expressing an interest in joining our team at Coxhoe Parish Council. We intend
to recruit a highly organised Administration Officer to complement our existing staff team.

This pack contains all the information that you will need to support you in making an
application.

With a budget of around £137,000 we are an ambitious and successful Council aiming to
support all of our community organisations to make Coxhoe and Quarrington Hill better
places to live.

You can email clerk@coxhoeparishcouncil.gov.uk to request an application form in Word
format.

Completed applications should be ideally sent by email to
clerk@coxhoeparishcouncil.gov.uk or by post to the following address to be received by
noon on Friday 23 July 2021:

Parish Clerk, Coxhoe Parish Council, Coxhoe Village Hall, Front Street East, Coxhoe, Durham
DH6 4DB.

For further information about the Parish and the work of the Parish Council please go to our
website www.coxhoeparishcouncil.gov.uk.

Interviews will be held during the weeks commencing 2™ or 9t August.
| do hope that you decide to apply for this exciting opportunity.

Yours faithfully

Stuart Dunn
Chair, Coxhoe Parish Council

Coxhoe Parish Council serves the villages of Coxhoe and Quarrington Hill
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Coxhoe Parish Council: Job Description

Post: Administration Officer

Responsible To: The Clerk to the Council

Salary: Scale Point 5 (£19,312 pro rata, £10.04 per hour)

30 Hours Per Week

Location: Coxhoe Village Hall, Coxhoe, Durham; may include some working from home

Organisational Relationships

Accountable to: the Clerk of Coxhoe Parish Council

Work with: Coxhoe Parish Council Councillors and colleagues, volunteers, service users,
partner organisations and community groups, statutory and non-statutory organisations,
suppliers, contractors and the public

Purpose of the Job

To undertake a range of clerical and administrative duties in support of the efficient and
effective delivery of Parish Council services. The duties of the post are numerous and whilst
the following list is not meant to be totally comprehensive, it can be used as a guide to the
nature and role that the post plays in the overall administration of the Parish Council.

Main Duties and Responsibilities

1. To undertake general housekeeping duties with regard to the Council’s office, including
reception duties and key holding, and monitoring and maintaining records on Council
facilities including defibrillators, allotments and Council land and buildings, and working co-
operatively with Village Hall staff and volunteers.

2. To ensure effective communications, both written and verbal with all relevant parties,
including members of the public, council employees, Councillors, volunteers, service users,
contractors and suppliers, and to contribute to the efficiency and positive operation of the
staff team.

3. Dealing with general enquiries including face to face, over the telephone and email.

4. To provide a general administrative and typing service including typing correspondence,
reports, spreadsheets, invoices and using databases.

5. To undertake or support the Council’s accounts and payroll processes in a timely and
effective manner, including supporting the end of year returns and working within the
Parish Council’s Financial Regulations.

6. To assist in the preparation of the Parish Council’s Chronicle newsletter.

7. To support publicity of Parish Council activities including creating and circulating publicity
and posters, keeping noticeboard content refreshed and updating the Parish Council
website and social media as required.

8. To assist with organising and delivering events including arranging refreshments, booking
suppliers, dealing with the public and assisting with the practical organisation and delivery
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of events including the Parish Council’s Fireworks Display, Remembrance ceremony and
Christmas events.

9. To create, monitor and archive records for Coxhoe and Area Community Pantry and other
community support services, to support the operation of the services as required including
by communicating with volunteers and service users, and to assist with safeguarding where
appropriate by raising and reporting concerns.

9. To undertake and prepare the recording of minutes of Parish Council meetings, including
public meetings.

10. To utilise and maintain Parish Council computer records.

11. To deal with incoming and outgoing mail, including e-mail.

12. To attend meetings when required, including attendance at some evening meetings.
13. To utilise the Parish Council’s database packages and specialist computer software.

14. Checking of invoices both in and out and inputting to the Council’s accounts package
when required, and chasing payment of invoices where necessary.

15. To prepare payments for authorisation and despatch and to receive, check and bank
money.

16. To hold a Parish Council credit card if required and undertake the necessary processes to
purchase goods and services, and to help the Council achieve value for money and work
within its budget.

17. To undertake seeking quotes and documents from suppliers and contractors.

18. To undertake such personal training as may be deemed necessary to meet the duties
and responsibilities of the post, including the ILCA (Level 2 Introduction to Local Council
Administration).

19. To understand and work within the Parish Council’s policies and procedures including
promoting equality and diversity, confidentiality and data protection.

20. To undertake such other duties, commensurate with the grade and responsibilities, as
may be required from time to time by the Clerk to the Council.

21. To work flexibly including evening and weekend work.

Health & Safety

1. To fulfil the post holder’s duties in relation to Health and Safety requirements.

2. Ensure a safe working environment for yourself, your colleagues and members of the
public who visit the Council office or use Parish Council services.

3. Act in a responsible way with due regard for your own health and safety.

4. To ensure the office is clean, tidy and welcoming to visitors.

5. To be fully conversant with emergency procedures.
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Person Specification:
The post holder will exhibit the qualities, skills and experience set out in this specification.
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Essential

Desirable

Method of
Assessment

Qualifications

a) Good standard of education including at least 5 GCSEs or equivalent, including maths and English at Grade
C or above.
b)Clerical, administrative and/or business administration qualification.

Application form
& Certificates

Experience

a) Using IT systems and packages in particular Microsoft Office.

b) Working as part of a team and on own initiative.

c) Responding to queries and problem solving.

d) Setting up and maintaining manual and electronic filing systems.

e) Diary management and appointment booking using manual and computerised systems.
f) Experience of minute taking and accurate recording of meetings.

a) Local Government
experience.

b) Facilities management.

c) Experience of assisting

with or organising events.

Application Form,
Interview,
References

Skills & Abilities

a) Ability to demonstrate a methodical, organised and flexible approach to work, in a role which may develop
and require new areas of work to be undertaken within the Council as it responds to community needs.

b) Effective verbal and written communication skills.

c) Excellent interpersonal and customer service skills, with the ability to communicate effectively with a
diverse range of people, and establishing and maintaining effective working relationships, with a
professional approach.

d) Ability to plan, organise and prioritise workload to meet deadlines.

e) Ability to maintain a high level of confidentiality at all times.

f) Experience of working in partnership with other agencies.

g) Ability to work as a team member and autonomously.

h) Have sound written, communication, administration and IT skills, and experience of using social media.

i) Ability to use/learn to use Council systems and specialist computer software, for example the accounts
system, risk assessment package and internet banking.

j) Have a readiness to seek help where appropriate, and keep relevant others informed of progress or
difficulties.

k) Be committed to maintaining and promoting the high standards expected within Coxhoe Parish Council as
an equal opportunities organisation.

a) Experience of using
Publisher.

b) Experience of updating
websites and using
content management
systems.

Application form,
Interview,
References

Behaviours or
Personal Qualities

a) Commitment to providing a high quality service.

b) Self-motivated and professional with the ability to remain calm under pressure.

c) Willingness to undertake relevant training.

d) Ability to achieve tasks within time constraints and see tasks through from start to finish.
e) Recognises when matters need to be escalated.

a) Supportive of response
to community needs

b) Ability to explain when
the Parish Council cannot
help and to refer to other
agencies

Application form,
Interview,
References

Knowledge &
Understanding

a) Computer literate with a working knowledge of Microsoft Office packages.
b) Knowledge of data protection legislation.
c) Have a good knowledge of Health and Safety requirements.

a) Knowledge of
legislation relating to
Local Government.

Application form,
Interview
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