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Job Description

Job Title:

Business Administration Apprentice
Job Holder:
           Vacant
Line Manager
Committee Services and Processes Officer 

Job Purpose:
An exciting role at the heart of the Town Council Team. This role has been created to not only develop the candidate’s skills but the processes and outputs of the Town Council Team. You will help present a proactive, positive, and enthusiastic face of Thame; providing guidance, direction and help to all those requiring the services of the Council or other agencies. 
Main Duties & Responsibilities

1. To work in the information centre every Tuesday and to be the first line cover on other days and holiday cover; Where you will provide exceptional customer focused service in which enquiries are managed in an efficient, courteous, and competent manner. Directing enquiries to the correct member of staff or agency, as appropriate.

2. To receive and make telephone calls as well as support the management of central Town Council email inbox.

3. To ensure effective handover to colleagues when covering roles and responsibilities

4. To promote and provide support as required with any project, function, or activity.
5. Establishing and maintaining up-to-date knowledge of answers and solutions to a broad range of issues affecting residents, businesses, and visitors to Thame to enable a resolution to most enquiries. 
6. To help the Customer Services Officer administer the Thame Good Neighbour Scheme.

7. To organise, send agendas and minute any meetings, as necessary.
8. To help with the administration associated with the hiring of the Town Hall, associated equipment, external electricity points and Town Council owned land; including showing regular/potential hirers the facilities and ensuring the correct policies and health and safety requirements are followed. 

9. To help promote Information Centre merchandise, Town Council services and amenities to achieve the best value for the community. Feeding back to Management and the Council where improvements can be made to any facilities or services.

10. To assist with the administration and organisation of events, markets, town signage, projects, grant applications and advertising boards. 
11. To prepare correspondence when necessary.

12. To assist with updating the council’s social media and websites. 
13. To maintain accurate financial records as required and during the absence of other team members, the administration of petty cash and payments received.
14. To undertake research as and when required.

15. To assist in monitoring Town and Town Hall footfall numbers as required.
16. To help administer the sale of tickets for various events and activities including acting as a box office for the Thame Players Theatre.

17. To administer the delegated trade customer parking permits when on duty in the Information Centre.
18. To ensure that office procedures are adhered to and assist with the continuous improvement of systems and processes to ensure efficiency and best practice as required.

19. To play a flexible role as part of a small administrative team to ensure the smooth running of the daily operational services; supporting officers and managers with administration tasks to aid the delivery of the Council’s wider objectives.
20. To successfully complete apprenticeship training by meeting regularly with your apprenticeship assessors and internal verifier, travelling to training when required and completing all assessments material in a timely fashion.

Other Information

21. The council is dedicated to lessening our environmental footprint wherever we can. We would expect you actively to seek carbon and waste reduction in all areas and implement savings wherever practicable. This includes conserving energy and resources, avoiding single-use plastics, buying from sustainable (and, where possible, local) sources, and generally showing a lead in protecting our planet.

22. Some out of hours (including weekends) and evening work will be required (e.g. events or committee meetings), with compensation in line with relevant policies, your Contract of Employment, and the Staff Handbook. 

23. The post-holder is expected to familiarise themselves with and adhere to all relevant Council Polices and Procedures. 

24. To attend training courses or seminars relevant to the role or needs of the Council as part of an ongoing Personal Development Plan.

25. To work within Health and Safety Legislation in accordance with the Health and Safety at Work Act 1974 and Management of health and safety at work regulations 1999.

26. To attend annual appraisal and at least six -monthly review that will form the basis of your Personal Development Plan, this will be linked to the Council’s Objectives. You will be expected to attend regular meetings with your line manager to allow collaborative support.

27. All employees who are involved in the processing or handling of computer data have an obligation to comply with the terms of the Data Protection Act 2018 and the Council’s Data Protection Policy.

28. This job description is neither exclusive nor exhaustive, as there may be other duties and requirements associated with the post; It will be supplemented by the detailed project plan created through the role, which will be developed in conjunction with relevant stakeholders.  This job description will be subject to regular review and the Town Clerk reserves the right to add to the duties listed, amend the character of the position or the level of responsibility.

I confirm and agree to the details set out in my Job Description which also forms part of my Contract of Employment:

Signed 

Date


23/02/2023 MS
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