
ADMINISTRATOR
JOB DESCRIPTION

To act as the receptionist and administrator for the Brockworth Community Centre, reporting to the Parish Clerk.  Ensure appropriate standards of maintenance, security, equipment, and administrative systems within the Centre are effectively maintained.  

Duties and Responsibilities
Publicity

1. Organise events at the Community Centre and for the Parish Council (eg annual fete, quiz nights, etc)
2. Assist in the preparation of the parish magazine

3. Promote the Community Centre

4. Maintain the Community Centre websites and social networking pages.
Hiring & Usage of the Building

1. To maintain a letting system for the hire of rooms at the Centre.

2. To ensure that the terms and conditions and booking forms relating to lettings are prepared and regularly updated.

3. To ensure that appropriate equipment is in place to meet the requirements of those hiring rooms.

4. To ensure that rooms are prepared and ready for use by those hiring rooms.

5. To prepare and issue invoices to hirers of the building and to ensure payments are made.  To pass all cheques and monies received in respect of hiring of rooms to the Parish Clerk.

6. To assist the catering staff on occasion in the preparation of refreshments for conferences.

Health and Safety

1. To carry out weekly fire tests and to ensure that the building has appropriate evacuation procedures.

2. To undertake regular checks of the defibrillator and oxygen equipment and to ensure that appropriate training takes place in the use of this equipment.

3. To ensure that the Centre complies with up-to-date health, safety and first aid regulations.

Security

1. To provide a weekly schedule of hire bookings to the security firm.
2. To undertake an end-of-day check of the security and lock-up/alarm system,

3. To ensure that visitors/employees sign in/out of the building.

4. To act as one of the key holders of the building.

General Administration and Reception
1. To answer telephone calls, receive visitors and direct latter to appropriate offices within the building.

2. To sort and distribute the incoming mail to appropriate offices within the building.

3. To prepare a bi-monthly report for the Parish Clerk on the general use, maintenance, security etc of the building.

4. To report any issues relating to Building Maintenance to the Parish Clerk.

5. To attend Building Management Committee meetings if required.

6. To ensure that all annual service maintenance checks are undertaken and completed.

7. To highlight any consumable and equipment needs to the Parish Clerk.

8. To check all invoices relating to orders placed to verify receipt of goods and services and pass to the Parish Clerk for payment.

Additional Duties:

To carry out any other duties relevant to the post and at the same responsibility level, deemed necessary by the Parish Council.
