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ROLE DESCRIPTION

	JOB TITLE
	POST NUMBER

	Administration Assistant
	T1004

	DIRECTORATE
	LOCATION

	People & OD
	Hailsham

	GRADE
	OTHER ALLOWANCES

	WDC2
	

	KEY WORKING RELATIONSHIPS
	INTERNAL/EXTERNAL

	JE Criteria G Relationships: This factor takes account of the degree of people contact in the context of internal/external, the level and the nature.
	Internal:  Officers of Wealden District Council
External:  Members of the public, external service providers and other agencies as required

	STATUTORY RESPONSIBILITIES/LEVEL OF ACCOUNTABILITY

	JE Criteria D Accountability: The level of accountability is related to what extent the job holder is answerable for their actions and the consequences. It is important to recognise the difference between responsibility and accountability
	Responsibility for raising purchase orders in relation to recruitment and training.  Allocated regular daily admin tasks with weekly review at Admin Team Meeting and regular 1-2-1’s

	SERVICE OVERVIEW

	The People and Organisational Development Department provides a range of strategic and operational people management and development activities which support the capability and capacity of the Council to deliver its services and promote good governance. 

	ROLE RESPONSIBILITIES

	To provide first point of contact within the section for general enquiries by telephone (MiCollab phone system) and emails covering HR/L&D and Systems mailboxes ensuring excellent customer care by a flexible approach that demonstrates empathy, tries to resolve the customer's issues and keeps the customer informed of progress.  Escalating queries to more senior staff as appropriate.

To receive, record, administer and process a range of enquiries from members of
the public in connection with the Council’s HR service.  To communicate and co-
ordinate with internal departments as well as external service providers where
appropriate.
	
To assist with all aspects of recruitment administration - setting up new vacancies 
in the HR system, posting advertisements on websites, other media and 
noticeboards.  Dealing with incoming applications forms via HR system, e-mail and 
post, producing short-listing templates and ensuring that these are completed by 
line managers, setting up interviews etc to the agreed timescales and right to work 
checks.

Provide general support to the HR team to include photocopying, opening, 
distribution and dispatch of post and general record keeping, and ordering of 
departmental stationery.

To produce letters, reports, minutes of meetings etc. as and when required, 
including note taking at Team Meetings, and assisting with any data mail merging 
for staff correspondence.

Assist with onboarding procedures and monitoring and administration of staff 
probation and performance appraisals, ensuring these are kept up-to-date and any 
areas of concern highlighted to HRO/HRBP.

The maintenance of all departmental filing systems, including archiving.  This will 
include maintaining an e-filing system and maintenance of document management 
system on HRIS.

Maintain Equal Opportunities, Accident records, Gifts and Hospitality and 
Declaration of Interest logs, providing reports as required for audits and any others 
as deemed necessary.

Produce, collate, and provide information as required such as for response to FOI 
requests, audit requirements (internally and externally).

Provide administrative support for training events and individual training courses 
completed on relevant learning and development systems/data bases.

Administration and data input of allocated computerised records for Recruitment 
and Learning and Development on the HRIS and other associated platforms.  

To administer and update safeguarding records on HRIS which could include 
Vehicle documentation, DBS, Right to Work and references, with regular checks on 
Documentation and compliance.

To meet team and departmental targets and contribute towards objectives outlined   
in the Service Plan.

To undertake such further duties commensurate with the level of the post as may     
be required from time to time. 

Willing to participate in further training as required.

To abide by the Council’s Equal Opportunity Policy Statement which makes a 
commitment to promote equal opportunities and race equality in Wealden.
	
To act in accordance with the Council’s Health and Safety policy to take 
reasonable care for your own health and safety and that of others who may be 
affected by your work activity.





This is an outline job description designed to summarise the key responsibilities of the role and is not intended to cover every task that may be required.  You will be expected to be flexible to respond to change and organisational need. 

	
Additional Information 

	Standards of  Conduct
	You will be required to comply with the Council’s Standing Orders and Standing Financial Instructions, and at all times deal honestly with the Council, Members, Colleagues and all those who have dealings with the Council, including customers and suppliers. 
To positively demonstrate the Wealden values yourself and to continue to build the culture of the Wealden values through the appointment, management, appraisal, and development of staff (as well as third party providers).

	Health & Safety/Risk Management
	Wealden District Council’s Health & Safety Policy and other safety procedures and guidelines are deemed part of this job description.  Employees must look after their own health, safety and welfare and be mindful of other persons who may be affected by their acts. Employees must co‑operate and comply with management instructions regarding H&S issues and report all accidents, incidents and problems to their supervisor, manager or other senior members of staff, in line with the H&S policies.

You will need to be compliant with the Council’s risk management policies and procedures. These describe the Council’s commitment to risk management, the recognition that our aim is to protect colleagues and visitors from harm, and stress that all colleagues have a responsibility to minimise risk. 

	Governance Standards
	Comply with the relevant governance standards applicable to the Council as communicated to the post-holder from time to time. 

	Data Protection
	To comply with Council Policies and the Data Protection Act in all respects, with particular relevance to the protection and use of staff and customer information. 

	Confidentiality
	Council colleagues are required to ensure that information about customers and staff is safeguarded to maintain confidentiality and is kept securely in accordance with General Data Protection Regulations (GDPR), Data Protection Act 2018 (DPA18). The Council’s Data Security and Protection policy ICT policies provide guidance on how this can be achieved. 

	Communication
	To encourage innovation and positive challenge through effective involvement, motivation and communication with Officers, Members, Partners and other Stakeholders, actively promoting the Council’s reputation and image as an employer of choice.


	Digital/
Records Management



	To direct the identification, development and implementation of digital and other systems and procedures which are aligned to the Council’s Drive to Digital Strategy and are shaped to reflect our customers’ and stakeholders’ needs.

To maintain Council customer and staff records (both paper and electronic) in accordance with Council policies. 

	Freedom of
Information
	To provide advice and assistance to all persons who propose to make, or have made requests for information, and to ensure all requests for information are managed appropriately in accordance with Council Freedom of Information procedures. 

	Security
	To comply with Council policies to ensure there is a safe and secure environment that protects Members, staff and visitors and their property, and the physical assets and the information of the organisation. 

	Other duties
	Participate in such non-routine duties as elections and Emergency Planning as directed by the Chief Executive to include, where appropriate, the setup of a Rest Centre.

	Freedom to Speak Up
(Whistleblowing)
	You have responsibility for customer and staff welfare and should raise any concerns relating to a breach of Council policies and procedures with your manager or refer to HR for alternative options. 

	Environmental Impact
	You will ensure compliance with the Council’s environmental management policies and procedures. These describe the Council’s commitment to climate change and carbon management, the recognition that our aim is to protect the environment and the use of natural resources that all staff have a responsibility towards. 

	Performance review
	This Job Description will be used as a basis for individual performance review between you and your line manager. 
The Job Description covers only the key result areas and, as such, does not intend to provide a comprehensive list of objectives. Specific objectives will be reviewed each April and may develop to meet the changing needs of the service. You will need to take due account, in the way they achieve the key result areas, of Council policies and procedures. 

	Equality and Diversity
	To take responsibility and comply with the Council’s Equal Opportunities policy (which makes a commitment to promote equal opportunities and  equality of all protected characteristics in Wealden), Officers’ Code of Conduct, Data Protection and other relevant policies, procedures and legislation, to ensure these are embedded and applied throughout the service in both service provision and employment issues.





	EVALUATION FACTOR GUIDE

	A – Education You should identify the minimum requirements for the job for the job to be performed competently.

	This factor relates to the level of education/formal training/qualification that indicate the "mental ability" required for the job to be performed competently. This does not necessarily mean that a specific jobholder has obtained the qualifications referred to (they may have acquired the knowledge by another route), nor that a specific jobholder has only the qualifications referred to.

	B - Proven Ability This factor gauges the skills and aptitudes needed for the jobholder successfully to apply the mental ability assessed under Factor A so as to perform the job competently.

	. These attributes may have been gained through successful exposure to work of a similar type or order, but may equally well have been acquired via some other route altogether.

	C - Managerial and Supervisory Responsibility This takes account of the degree to which the job holder is expected to manage people and the requirement to perform or act in a specialist “advisory” capacity.

	This factor examines managerial and staff responsibilities, with balance being struck between controlling a large number of staff carrying out routine tasks and a small team carrying out complex assignments requiring professional skills.  It may also include staff without a formal management responsibility but who delegate some work to more junior staff.

	D - Accountability The level of accountability is related to what extent the job holder is answerable for their actions and the consequences. It is important to recognise the difference between responsibility and accountability.

	This factor examines accountability for operations, equipment, procedures, and projects, some of which may not carry managerial or staff responsibilities. The level of responsibility is related to the impact of the job on end results and the consequence of errors.

	E - Independence of Action This factor takes account of the freedom to act, the extent to which procedures are followed and the involvement/input into the formulation of strategy.

	This factor examines the extent to which initiative can be used and decisions taken by jobholders. In essence, this covers freedom to operate.

	F - Complexity This factor relates to the spread and types of different skills/activities involved in the job and considers the depth and degree of complexity required versus the routine nature of the job.

	This factor examines the variety and diversity of tasks and challenges faced by the jobholder linked to the range of skills required.

	G - Relationships This factor takes account of the degree of people contact in the context of internal/external, the level and the nature.

	This factor examines the extent to which the work involves contact with people inside and outside the organisation, the level and importance of these contacts and the impact of the results of the relationship on the reputation and performance of the organisation.

	H - Direction This factor assesses how the work is generated and the frequency of checking/review against progress.

	This factor is akin to independence. It is, in fact, the opposite of independence and examines the constraints that are in place to act as a check on jobs.

	J - Pressure of Work This factor relates to the mental and physical pressure. It is important to recognise that work volume is not considered within this factor.

	This factor examines the mental and physical stress inherent in jobs.

	K - Working Environment This factor takes account of the working conditions normally encountered when carrying out the job. A consistent assessment should be considered for discrete groups of employees.

	This factor examines the physical environment within which jobs operate together with other physical factors, such as mileage, overseas travel etc.



	PERSON SPECIFICATION


	CRITERIA
	ATTRIBUTES
	ESSENTIAL 
	DESIRABLE

	Experience
	Previous office experience in a busy admin related environment
	
	

	
	Previous experience dealing with customers and/ or members of the public
	
	

	
	Experience in working to tight deadlines and an ability to manage concurrent tasks/projects.
	
	

	
	Experience in using web-editing software.
	
	

	Qualifications/
Education
JE Factor A
	A good level of educational attainments 
eg GCSE grade c or above in Maths 
and English (or equivalent qualification)
	
	

	
	A related professional qualification
e.g. Certificate/Diploma in Human Resources
	
	

	Knowledge
	Good working knowledge of computer 
systems, particularly Microsoft Word 
and Excel
	
	

	
	Knowledge of HR/Payroll software systems
	
	

	
	Knowledge of local government services
	
	

	
Skills and aptitudes


JE Factor B
	Able to interpret and apply GDPR and Data Protection legislation.
	
	

	
	Strong attention to detail and self-motivated to complete a job accurately
	
	

	
	Ability to work independently or as part of a team and to exercise initiative
	
	

	
	Ability to meet targets and work under pressure
	
	

	
	Provides a high quality, consistent, customer-focused service
	
	

	
	Occupational requirement to have a command of spoken English sufficient for effective performance
	
	

	Personal attributes
	Professional Manner with strong 
Interpersonal skills.
	
	

	
	Flexible attitude and willingness to 
Undertake project work etc
	
	










	WEALD VALUES & BEHAVIOURS

	Work Together
Building & Managing relationships, Organisational awareness, one Team
	Empathy
Show empathy: Communicating & influencing, stakeholder focus, diverse voices

	· Builds rapport well with other teams & across all levels
· Embraces diverse contributions
· Good at listening to others & open to their ideas
· Identify opportunities for joint working and deliver shared goals
· Sensitive to the culture of the Council  & how political changes and sensitivities impact on our work
· Aware of the changing needs of our residents, anticipating resulting changes for Council priorities
· Understand the needs of others and the constraints they face
· Share the concerns of others & work to support them
· Share solutions across the Council to find consistent ways of doing our work
	· Represents the team positively within the organisation and externally
· Treats all their customers and colleagues fairly, adapting style and communication accordingly
· Know it’s okay to challenge the views of others in an open and constructive way
· Seek to understand the requirements of others, gathering extra information when needs are not clear
· Learn from feedback to improve the service to others
· Support people who are trying to make a positive difference
· Confident to speak plainly and honestly from their own perspective


	Ambitious
We are ambitious: Responsible use of resources, maximising potential, innovation
	Lead
We show leadership: strategic thinking, decision making, responding to pressure & change

	· Committed to value for money and responsible use of resources
· Take action to avoid unnecessary waste and cost
· Seek to improve processes to maximise use of resources
· Consider impact on the environment by reducing the use of, reusing and recycling resources where possible
· Openly share constructive feedback, supporting the delivery of team goals as well as their own
· Feel trusted to use their own skills and good judgement
· Willing to try new ways of working and are able to question why things may not be working right
· Identify solutions and have the courage to implement them

	· Understand and demonstrate pride in how they contribute to the Council’s objectives
· Use their understanding of the different parts of the organization to accomplish goals and objectives
· Show consideration for wider organizational implications when taking decisions 
· Know which decisions they can take and which to pass onto others
· Understand the risks associated with decisions, involving stakeholders early in decisions which impact them
· Respond flexibly to changing circumstances
· Support each other when times are tough to get the job done
· Wellbeing is important in their team and they are able to balance home and work life
· Challenges are taken as learning opportunities

	Deliver
We deliver: Planning & organising, problem solving, research & analysis

	· Able to plan and prioritise to meet deadlines
· Get things done
· Make sure they get it right first time
· Anticipate changing priorities, deadlines and milestones
· Learn from the experiences of others
· Actively support new initiatives and try different ways of doing things
· Use data to find new insights
· Focus on practical actions to deliver continuous improvement
· Proactively seek new information sources to help them find solutions
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POST NO:   T1010 Admin Assistant People & OD                 ROLE   DESCRIPTION    

JOB TITLE  POST NUMBER  

Administration Assistant  T1004  

DIRECTORATE  LOCATION  

People & OD  Hailsham  

GRADE  OTHER ALLOWANCES  

WDC 2   

KEY WORKING RELATIONSHIPS  INTERNAL/EXTERNAL  

JE Criteria G   Relationships :  This factor  takes account of the degree of people  contact in the context of internal/external,  the level and the nature.  Internal:    Officers of Wealden District  Council   External:   Members   of the public,  external service providers and other  agencies as required  

STATUTORY RESPONSIBILITIES /LEVEL OF ACCOUNTABILITY  

JE Criteria D Accountability:  The level  of accountability is related to what extent  the job holder is answerable for their actions  and the consequences. It is important to  recognise the difference between  responsibility and accountability  Responsibility for raising purchase  orders in relation to recruitment and  training.  Allocated regular daily admin  tasks with weekly review at Admin Team  Meeting and regular 1 - 2 - 1’s  

SERVICE   OVERVIEW  

The People and Organisational Development Department provides a range of   strategic and operational people management and development   activities   which  support the capability and capacity of the Council to deliver its services and  promote good governance.   

ROLE RESPONSIBILITIES  

To provide   first point of contact within the section for general enquiries by  telephone (MiCollab phone system) and emails covering HR/L&D and Systems  mailboxes  ensuring excellent customer care by a flexible approach that  demonstrates empathy, tries to resolve the customer's issues and keeps the 

