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Job Description

	Job Title:

	Finance and Administrative Support Officer

	Accountable To:
	The Town Council through the Town Clerk

	Salary:
	£14.35 p/h (SCP 10) – £15.06 p/h (SCP 13) depending on experience

	Full Time:
	Part Time 24hrs per week – Tuesday, Wednesday, Thursday & Friday 9.30am – 3.30pm 


Key Responsibilities and Accountabilities


· Support the financial administration of the Town Council using the Omega Finance System.

· Raise purchase orders and input purchase ledger invoices.

· Process payments via internet banking.

· Raise sales ledger invoices, receipt payments, and chase outstanding invoices.

· Export monthly financial reports for the Town Clerk.

· Reconcile bank accounts on a monthly basis.

· Support the Clerk with the annual audit process and year-end closedown procedures.

· Prepare agendas, supporting documents, and meeting packs for Council and Committee meetings.

· Draft pre-minutes and action points from all meetings.

· Attend Town Council and Finance Committee meetings (up to 2 Tuesday evenings per month), take minutes, and follow up on actions.
· Maintain the Meetings list and communicate with councillors on a weekly basis
· Manage incoming post, respond to routine emails and telephone enquiries, and welcome office visitors.
· Responsible for the administration requirements for Stratton Memorial Garden, including liaising with funeral directors and stonemasons. 

· Responsible for the administration requirements for the Street Lighting, including liaising with contractors and suppliers.

· Responsible for the administration requirements for the Thursday Market, including liaising with existing and new Market Traders. 

· Undertake such other duties as may be required by the Town Clerk and which are reasonably consistent with the duties, grading and character of the post.



This job description outlines the main duties and responsibilities of the position and is designed for the benefit of both the post holder and the Council in understanding the prime functions of the post. It should not be regarded as exclusive or exhaustive as there may be other duties and responsibilities associated with and covered by this post.
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