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Misterton

Parish Council




RELIEF OFFICE & LIBRARY ADMINISTRATOR
AT THE MISTERTON CENTRE & LIBRARY

JOB DESCRIPTION

Grade/Salary:
£9.50 per hour. 

Hours:
18 hours per week when required for relief cover
Working hours:

10.00am - 3.00pm on Tuesday & Wednesday
10.00am - 2.00pm Thursday & Friday
These hours might be varied, and possibly increased, to accommodate the needs of the service. 
Responsible to:

Clerk to the Council 
General Job Objective:
Providing a high-quality, customer-orientated service at the front of house, with the ability to deal with members of the public on a day-to-day basis, plus clerical/administrative support to the Parish Council & Library administration, including co-ordination of volunteers as required.
Specific Requirements:
Previous reception, administrative and supervisory background desirable, along with the ability to work as part of a team.  Computer literate and proficient in Word and Excel. High standard of English.
Key Tasks:

· A range of general reception duties at The Misterton Centre & Library, including greeting callers, taking messages, and providing information on behalf of Bassetlaw District Council, Misterton Parish Council, and any new partners or users of The Misterton Centre & Library, eg Member of Parliament and County Councillor, using high standards of customer care.

· Liaising with the partners above, including an appointments system for their surgeries, etc. 

· Updating of customer information displays and serving customers with care and attention.

· Clerical and administrative duties on behalf of the Parish Council including preparation for monthly meetings, notices and actions required to bring into effect council decisions if required during cover.

· Dealing with members of the public as a first point of contact for the Council and its partners 

· Reporting local issues raised by the public or members to relevant bodies/organisations including BDC, Notts CC, Police etc 

· Assisting the public with applications to access BDC or Notts CC services where relevant.

· Managing the day-to-day maintenance of the library building when required including reporting issues to Notts CC/Inspire where relevant.

· Liaising with Inspire in respect of the delivery of the library service by the Parish Council

· Ensuring Inspire procedures regarding library stock, safeguarding and confidentiality are followed and maintained. 

· Contact with volunteers when required.

· Providing assistance and information to the public about library services (outside library hours)
· Handling local enquiries, 

· Any other relevant duties commensurate with the grade and responsibility level of the post, in discussion with the postholder. 
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