
 

 

 

 

 

 

 
Northern Community Area Partnership 

 

 

JOB DESCRIPTION 

 

Job Title:  Northern Community Area Partnership Administrator   

 

Salary:   £6-8 Hour  

    

Hours:  Up to 30 hours per month. One year fixed term 

 

Location:  Home based 

 

Responsible to:  Northern Community Area Partnership Steering Group 

 

 

Main Duties and Responsibilities 
 

The Administrator will assist the Northern Community Area Partnership with its work programme.  

 

1. To provide administrative support to the Northern Community Area Partnership including any sub-

groups. 

 

2. To take minutes of the Northern Community Area Partnership meetings, and other meetings as 

required (meeting times may vary, some during the day and some in the evening). 

 

3. To maintain all financial records for the Partnership. 

 

4. To maintain the database (in accordance with the Data Protection Act) for the Partnership. 

 

5. To prepare reports for the Partnership.  

 

6. To assist with presentation and publicity of the work of the Partnership. 

 

7. To undertake general word processing tasks, including letter writing, invitations, memoranda, mail 

merges and other documents. 

 

8. To assist with organisation of seminars, conferences and other meetings including the booking of       

meeting rooms and the arrangement of refreshments 

 

9. To ensure that all the office equipment used for this purpose is maintained in good working order and 

offers virus free protection. 

 
Note:  This job description is not definitive or exhaustive but is provided to give the postholder an indication of the range of activities, 

duties and responsibilities concerned with the employment. It may be subject to review and revision at any time at the discretion of the 

Northern Community Area Partnership if, in the interest and efficiency of the service, it should be deemed necessary. Any such changes 

will follow full consultation with the post holder as necessary. 
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ADMINISTATOR 

 

PERSON SPECIFICATION 

 

 

 

Essential Personal Attributes 

 

§ Well organised and self motivated 

§ Adaptable, flexible and creative 

§ Excellent written and verbal communication skills 

§ Ability to deal with a wide variety of people and organisations 

§ Ability to work on own initiative and as part of a team 

 

 

 

Essential Skills and Experience 

 

§ Thorough understanding of Windows and Microsoft Office applications 

§ Substantial practical experience including mail merges, formatting leaflets and posters 

§ Practical experience of setting up and using database 

§ Ability to take and draft minutes 

§ Ability to use e-mail and Internet effortlessly 

§ Broadband access to Internet 

 

 

 

Desirable Skills and Experience 

 

§ Experience of working with the public, private and voluntary sectors 

§ Local knowledge of the Wootton Bassett and Cricklade area including the surrounding villages and 

parishes. 

 

 

 

 

 

 


