EAST BEDLINGTON PARISH COUNCIL
Person Specification - Trainee Assistant Clerk

	Criteria
	Essential
	Desirable

	Education & Qualifications
	Educated to GCE Grades A-C or GCSE Grades 4-9 (or equivalent), including English and Mathematics.
	Relevant administration, finance or business-related qualification.

	Experience
	Experience of using IT systems, Microsoft Office and office equipment.
	Experience in an administrative role; experience in local government, community organisations or finance.

	Communication Skills
	Good verbal and written communication skills with the ability to interact professionally with a wide range of people.
	Experience of dealing with members of the public and external organisations.

	Administrative Skills
	Good organisational skills with the ability to maintain accurate records and manage competing priorities. Excellent attention to detail.
	Experience of preparing reports, correspondence or meeting documentation.

	IT Skills
	Competent in Microsoft Office (Word, Excel, Outlook) and able to learn new software systems.
	Experience of website maintenance and social media management.

	Numeracy Skills
	Good numeracy skills and ability to maintain accurate financial records.
	Experience of bookkeeping, accounting software or financial administration.

	Personal Attributes
	Reliable, trustworthy and able to maintain confidentiality. Strong integrity, professional conduct and work ethic. Flexible, enthusiastic and self-motivated.
	Experience of working independently with minimal supervision.

	Working Style
	Able to work on own initiative and as part of a small team. Willingness to learn and undertake training and development.
	Demonstrated commitment to professional development.

	Other Requirements
	Ability to attend occasional evening and weekend meetings and events. Ability to meet the physical demands of the role. Satisfactory DBS check.
	Knowledge of Parish Council or local government operations.

	Progression Potential
	Demonstrates the aptitude, commitment and ambition to develop within the role and progress to Assistant Clerk.
	Completion or willingness to undertake recognised local council sector qualifications.



Key Attributes Sought: Reliability, integrity, strong work ethic, attention to detail, willingness to learn, professionalism, and commitment to serving the local community.

