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	Job Title: Administrative Assistant (Job Share)

	Grade:  Scale 4

	Division:  Governance & Procurement

	Accountable to: Standards & Monitoring Support Officer


	Current Postholder:  
	Responsible for: Nil Staff

	Post No: M107
	


Purpose of Job:
To provide effective and efficient administrative support to the Standards and Monitoring Support Officer.  In particular to assist in the administration of the Charnwood Grants Scheme and the co-ordination of responses to requests under the Freedom of Information Act but also to support in maintaining registers of interests and responding to enquiries from the Local Government Ombudsman.
Duties and Responsibilities
1 Provide administrative support for the Charnwood Grants Scheme by providing information about the scheme, dealing with requests for application packs from applicants (including appropriate development of the Council’s web site to enable on-line applications), providing advice and guidance to applicants, checking and inputting applications, organising and minuting meetings of the Charnwood Grants Panel and informing applicants of decisions on behalf of the Panel.
2 Assist in the monitoring of the Charnwood Grants budgets, the formulation of revised grants criteria and procedures for dealing with monitoring grants that have been awarded.  Assist in designing new information packs for applicants and potential applicants.  
3 Assist the Standards and Monitoring Support Officer in responding to requests received under Freedom of Information and Data Protection legislation by recording and acknowledging requests, drafting responses and using the IT system developed for this purpose to ensure that target turnaround times are achieved. 
4 To liaise with managers across the authority to obtain the information needed to respond to Freedom of Information, Data Protection and Ombudsman requests.
5 Maintain the Register of Members’ Interests and electronic record of disclosures made under the Officers’ Code of Conduct.

6 Update the Council’s website and intranet with details relating to Community Grants and information requests.
7 Undertake appropriate training and development as determined by Performance Development Reviews.

8 Maintain proficiency in the use of the Council’s standard IT equipment and desktop software consistent with the requirements of the post.

9 Delivery of an effective and appropriate service to all service users, fairly and without discrimination.    

10 As a term of your employment you can be required to undertake such other duties commensurate with your grade, and/or hours of work, as may reasonably be required of you at your initial place of work or at any other of the Authority's establishments.

Note:
This job description outlines the main duties and responsibilities of the position and is designed for the benefit of both the postholder and the Council in understanding the prime functions of the post.  It should not be regarded as exclusive nor exhaustive as there may be other duties and requirements associated with and covered by the grading of the post.

This job description is current at 30th July 2008.
Management have the right to vary the duties after consultation with you.

Agreed

_________________________

Human Resources Advisor
