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JOB VACANCY

ADMINISTRATIVE ASSISTANT

Scale points 8-11

(£25,992 - £27,269 per annum pro rata)      
Totton & Eling Town Council are seeking an enthusiastic Administrative Assistant to work within their busy office environment based at the Civic Offices in Totton.  Applicants should be confident in using MS office, have good communication and customer service skills and possess a ‘can-do’ attitude.

This is a varied role, and the successful candidate will be responsible for assisting in a wide range of general office duties, regular reception support when required, and assisting other Managers with various administration tasks.  
Previous experience in a similar role would be beneficial, however, full training will be given.

This part time position is for 2 days per week (Monday & Tuesday) but flexibility is required for holiday and sickness cover when necessary.
For further details and an application form please contact Sadie Stringer or alternatively visit our web site at www.tottoneling-tc.gov.uk/your-council/vacancies
Applications by application form only, CVs will not be accepted, although can be attached.

Closing date: 20th January 2025
 Totton & Eling Town Council is an equal opportunity employer that is committed to diversity and inclusion in the workplace.
