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Administration Assistant Job Description 
 
RESPONSIBLE TO the Parish Clerk 

 
IMPORTANT FUNCTIONAL RELATIONSHIPS 
 

The Parish Clerk, other members of staff, councillors, contractors and the general public. 
 

INTRODUCTION 
 

Illogan Parish Council covers a largely rural area between Camborne and Redruth.  They currently 
have a Parish Office based on Tolvaddon Energy Park although will be moving the Office to 
Trevenson House by the 14th of July 2021 and hopefully to a newly built Office at Illogan Park early in 

2022.  Meetings are generally held in a local village hall at Penwartha or another suitable venue. 
 

Illogan Parish Council employs a full time Clerk and a part time administration assistant.  The 
Council also utilises the services of two regular contractors and one off contractors from time to 
time as required to deliver services.  The Council currently leases and manages an area of public 

woodland; strims footpaths in contract with Cornwall Council; maintains open spaces, amenity space 
and assets within the parish; is a consultee on planning applications; organises and runs events 

such as the Christmas Lights Switch On Events. 
 
Illogan Parish Council has three parish Wards – Illogan, Park Bottom and Tehidy.  The Council 

consists of fourteen Councillors which each represent a Ward in the parish; there are nine 
councillors representing the Illogan Ward; three representing the Tehidy Ward and two representing 

the Park Bottom Ward.  The Council meets regularly throughout each municipal year, which runs 
from the 1st April until the 31st March. 
 

Illogan Parish Council believes that appropriate training is essential to provide the standard of 
service to the parish to which the Council is committed.  The Council would like employees to be 

proactive in their personal training and development.  All employees of the Council have regular 
reviews with their line manager including a formal annual appraisal. 
 

DUTIES AND RESPONSIBILITIES 
 

1. Greet visitors, contractors and councillors and answer telephone in a professional and 
courteous manner and provide general support 

 

2. Organise and schedule meetings and appointments in liaison with the Clerk and/or 
relevant Councillors 

 
3. Maintain filing systems and contact lists 
 

4. Provide secretarial and administrative support to the Clerk 
 

5. Carrying out administrative duties such as filing, typing, copying, binding, scanning, 
writing letters and emails, maintaining computer and manual filing systems etc 
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6. Use computer word processing, spreadsheet, and database software to prepare reports, 
memos, and documents 

 
7. Using a variety of software packages, such as Microsoft Word, Outlook, Powerpoint, Excel 

etc., to produce correspondence and documents and to maintain presentations, records, 
spreadsheets and databases 

 
8. To maintain the Councils website and Facebook pages 
 

9. Photocopy and print out documents, data entry, scanning documents etc 
 

10. Dealing with the post and distributing papers and documents for meetings 
 

11. Assist the Clerk in the compilation of the newsletter on a quarterly basis 

 
12. Handling sensitive information in a confidential manner 

 
13. To attend meetings, conferences, seminars and training courses 

 

14. To undertake any other duties required by the Council consistent with the level and scope 
of post 

 
This outlines the duties required for the post of Office Administrative Assistant in order to indicate 
the level of responsibility.  It is not a comprehensive or exhaustive list; duties may be varied from 

time to time which do not change the general character of the job or level of responsibility. 


