
Perranzabuloe Parish Council 
 
Job Description 
Role Title: Admin Officer 
Main Location: Perranzabuloe Parish Council offices 
Responsible to: Perranzabuloe Parish Council 
Line Supervisor:    Clerk to the Parish Council 
Hours of Work:        20 hours per week 
 
Role Purpose: 
The Admin Officer will assist the Clerk with the day-to-day running of the Parish Council by 
providing general administrative support. 
 

Main Duties and Responsibilities: 
a. Be responsible for all general office duties, including filing, archiving, shredding and 

the ordering of stationery, goods and general office supplies. 
b. Answering email enquiries or re-directing when necessary. 
c. Answer incoming telephone calls and deal with them as far as possible or re-direct 

when necessary. 
d. Use Word and Excel to prepare reports, correspondence, agendas and minutes as 

required.  
e. Obtain quotes for goods and services as directed by the Clerk/Assistant Clerk and 

in line with Financial Regulations.  
f. Provide admin support for the preparation of Committee agendas as required.  
g. Update notice boards as required with agendas, notices and other Parish Council 

news. 
h. Assist the Clerk/Assistant Clerk with the facilities management of the parish council 

offices. 
i. Manage the issuing of parking permits. 
j. Manage permits for beach access for vehicles. 
k. Maintain a log of faulty (and repairs to) streetlights and contact residents to keep 

updated. 
l. Undertake bookings for the hire of the parish council offices. 
m. Maintain and update Parish Council website, posting agendas, minutes and 

updating posts as required. 
n. Administer allotments (once established) and carry out inspections. – Maintain 

waiting list.  
o. Organise hospitality arrangements for council meetings and events. 
p. Keep the Parish Council office and stationery cupboard tidy and organised 
q. Carry out weekly Fire Alarm test and monthly emergency lighting test. 
r. Memorials – deal with enquiries and manage maintain waiting list 
s. Attend training courses as directed. 
t. Provide Office cover for staff annual leave and sickness if required. 
u. Undertake any other delegated admin duties appropriate to the grading of the post 

as required. 
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