Person Specification – Civic Administration Officer 
 
	
	Importance
	How Assessed

	Experience
	
	

	Experience of working with or within a Town or Parish Council setting, with knowledge of how Town/Parish Councils operate. 

Work in the non-profit or voluntary/community sector.

Experience of taking minutes and providing Civic, Council and Committee support.
	Desirable



Desirable


Desirable
	Application /interview


Application /interview

Application /interview

	Knowledge
	Importance
	How Assessed

	Competent use of Microsoft Word, Outlook and PowerPoint and appropriate social media tools.  

Drafting press releases, newsletters, web updates and other corporate communications. 

Understanding of data protection and accessibility requirements as related to electronic and other media.

The ability to support the creation of interesting and effective material for use across all communication media in conjunction with the Communications Officer in support of the Mayoral and Civic functions.  

Strong customer service experience and dealing with members of the public. 

Event management experience
	Essential


Essential


Essential



Essential





Essential


Essential

	Interview


Interview


Interview



Interview





Interview


Interview


	Skills
	Importance
	How Assessed

	Taking the initiative in managing own workload, work tasks and being able to meet deadlines with minimal supervision. 

A starter and finisher who takes ownership of tasks. 

A positive ‘can do’ attitude to work and willingness to take on tasks outside of the usual role to help when required. 

Can work in a proactive manner to make the job your own. 

Thinks of solutions when faced with problems.

Dealing with challenging interactions confidently and with diplomacy.

Resilience and sound judgement, especially when dealing with sensitive or challenging interactions with colleagues, Councillors and the public. 

Collaborative and approachable. 

Excellent attention to detail.

Able to quickly grasp the Council sector and understand how we operate.

Able to operate with impartiality in a political environment
	Essential



Essential


Essential



Essential


Essential

Essential


Essential



Essential

Essential

Essential


Essential
	Interview



Interview


Interview



Interview


Interview

Interview


Interview



Interview

Interview

Interview


Interview

	Qualifications
	Importance
	How Assessed

	English and Mathematics GCSEs or equivalent qualification to grade C / 4.

Higher or further education qualification in Arts or Media. 

Relevant qualification in general administration.

Relevant Local Council Administration qualification (e.g. iLCA or CiLCA)

	Essential


Desirable


Desirable

Desirable
	Application


Application


Application

Application


	Other
	
	

	Willingness to work flexibly including some weekend and evening working.

Possession of a full driving licence  
	Essential 


Desirable
	Interview 


Application



Job description – Civic Administration Officer

Job Purpose(s)

1. To promote awareness of the various Council Meetings to increase public interaction.

2. To undertake administrative and secretarial duties in support of the activities of the Mayor, Town Clerk, the City Council and City Council Committees.

3. Liaise with other staff as necessary to ensure smooth administration of the Council’s affairs.

4. Assist with organisation and running of City Council Civic and Mayoral events, before during and after they have taken place.

5. To respond to press enquiries and queries regarding the Mayor, Civic activities and Council as required, in line with the City Council Media Policy.

6. To provide a comprehensive administrative support service to the Mayor including, but not limited to, for example:

a) dealing with the Mayor’s incoming/outgoing post, telephone calls and emails

b) liaising with organisations regarding Mayoral memberships, visits, and appointments and ensuring that the correct procedures and protocols are followed

c) maintaining the Mayoral diary and preparation and distribution of a weekly programme

d) liaising with the media in the promotion of Mayoral activities, e.g. press releases photo-shoots, television/radio coverage.

e) maintaining a Mayoral “Scrap Book” of publicity for archive purposes

f) organising/assisting with Mayoral/Civic/Commercial events that may involve out-of-hours and weekend working, including, but not limited to, Mayoral Receptions, Remembrance Sunday, Civic Awards

g) liaising with the Lord Lieutenant’s Office, Chairmen of West Sussex County Council and Chichester District Council together with other organisations (ie: Twinning) on Mayoral matters of protocol

h) attending appropriate Civic Officers training conferences/workshops as deemed appropriate to continue professional development and enhance skills and knowledge related to Council work.

i) monitoring the Mayoral budget and liaising with the Town Clerk/Deputy Town Clerk/Council Services and Support Manager as appropriate in regard to proposed spending.

j) raising purchase orders in relation to Mayoral activities within budget constraints.

k) dealing with members of the public enquiries, appointments to see the mayor, and ensuring effective diary management. 

l) organisation of Civic gifts in relation to Mayoral overseas visits and the maintenance of the Civic Gifts register, as and when required.

m) arrangement of overseas travel for Mayor and or Councillors as and when required.

n) overseeing and updating supplies located in the Mayor’s Parlour (ie: refreshments etc)

o) liaising with the organisers of Mayoral Charity events and assisting where necessary with the Mayor’s Charity of the day. This may involve flexible working covering evenings and weekends.

7. To provide administrative support to the Planning and Conservation Committee,  and Council and other Committees, Sub-Committees and Working Groups as required.

8. To assist the Council Services and Support Manager with the administration of meetings involving Council and Councillors as required.

a) [bookmark: _Hlk136006602]production of agendas and minutes for, and attendance at, the Planning and Conservation Committee,  and Council and other Committees, Sub-Committees and Working Groups as required. This may involve flexible working covering evenings and weekends.

b) In conjunction with the Council Services and Support Manager, recording all actions arising from meeting decisions and ensure their scheduling and/or allocation to appropriate internal or external resources. 

c) Assisting the Council Services and Support Manager with organising the selection of committees, sub-committees and outside representatives and maintaining up-to-date records of these appointments.

d) Assisting the Council Services and Support Manager with the production of the annual meeting calendar and regular event scheduling.

e) Maintaining high standards of work and performance, with a keen eye for detail.

f) Communicating effectively with the community, councillors, staff, and other stakeholders to ensure clarity and transparency. 

g) Working flexibly and assisting the Council team in delivering an effective support service.

h) Assisting with other projects and events and performing such other duties as the Council may require from time to time.

9. Providing a secretarial service to the Town Clerk, Deputy Town Clerk and Council Services and Support Manager, as and when required.
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