HERTFORD TOWN COUNCIL

JOB DESCRIPTION

TITLE: RECEPTIONIST AND ADMINISTRATION
OFFICER

GRADE: SCALE POINTS SCP 6-15
£21,968 - £25,878 + OUTER FRINGE AREA
ALLOWANCE £663

HOURS: 37 HOURS PER WEEK

LOCATION: THE CASTLE, HERTFORD

RESPONSIBLE TO: VENUE HIRE CO-ORDINATOR

JOB PURPOSE

To act as Receptionist for Hertford Castle.
To provide high quality administrative and clerical support to the Town
Clerk and other senior colleagues.

MAIN DUTIES:
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To be the first point of contact for the public in contacting Hertford
Town Council, ensuring a high level of customer service is provided
and enquires are dealt with in a timely and helpful manner.

To operate the Town Council’s telephone switchboard and to receive
and welcome visitors to Reception at Hertford Castle.

To promote a positive image of the Council when dealing with public
and partner organisations day to day enquiries about the Council and
the services the Council provides.

To signpost those contacting the Council to other service providers
including the district and county councils.

To provide high quality administrative and clerical support to the Town
Clerk and other managers, such as accurately collating information and
preparing committee papers, agendas, management information
reports and the Council’s community grants scheme.

To assist existing and future venue hire customers for both Hertford
Castle and the Mill Bridge Rooms, by dealing with their enquiries and
welcoming them on visits to the premises.

To maintain the Town Council’'s websites and other forums (uploading
files and updating information).
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e To compile and update databases provided for the council services,
such as venue hire, cemetery, and allotments.

e To manage in house projects, such as the Litter Picking Scheme &
Private Castle Tours and assist the wider team in other project work
when required.

e To provide advice and take payments for the services provided by the
council, such as allotments and cemeteries.

e Be aware of the work the Council is doing in changing its eco
credentials and how this affects the projects the Council is delivering.

e To undertake any other duties commensurate with the post as directed
by the Venue Hire Administrator.

This is an office-based position, with no hybrid working.
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