
WOMBOURNE PARISH COUNCIL 

Administrative Assistant  

Hours: 25 per week (ideally, 9.30am – 2.30pm Monday to Friday) 

Salary: SCP3 - £19,312 to £19,698 pro rata, per annum (37 hours per week) 

Pension: Enrolment to Local Government Pension Scheme 

Wombourne Parish Council wishes to appoint an Administrative Assistant from April 2022, to 

provide support to the Clerk and Assistant to the Clerk in the day to day running of the Parish 

Council.  

The role of Administrative Assistant will contribute towards ensuring that the Parish Council remain 

compliant to regulations and legislation.  

Applicants should have a flexible approach to work (there may be training and meetings outside of 

office hours and evenings), be able to meet deadlines and have the organisational skills to manage a 

busy and varied workload.  

You will be the first point of contact for visitors to Wombourne Civic Centre, so you should be 

engaging, friendly, and community minded.  

Applicants should ideally have administrative experience, and a proficient level of IT skills, with 

experience of using Office 365 and in particular Outlook, Word, and Excel, as well as social media 

platforms including Facebook, Instagram, and Twitter. Knowledge of WordPress, Canva or Crello 

would be advantageous.  

Whilst previous experience of working in local government is not critical, knowledge of 

administration relevant to local government would be useful.  

Closing date: midday on Friday 4th March 2022.  

It is anticipated that interviews will be held between Wednesday 9th March and Friday 11th March 

2022.  

Please visit our website www.wombourneparishcouncil.org.uk for a copy of the Job Description, and 

Person Specification.  

To apply, please send a covering letter explaining why you would be suitable for the position, along 

with your CV to the Clerk to the Council, Mrs Rachael Wright, at 

enquiries@wombourneparishcouncil.org.uk or by post to Wombourne Civic Centre, Gravel Hill, 

Wombourne, WV5 9HA. 

During the interview process, we will require candidates to produce a poster using appropriate 

software. We will provide further information on this at the relevant time.  

Please ensure you can demonstrate how you meet the essential criteria for the post.  

We wish to ensure we have a recruitment process that is accessible for all, and therefore ask if you 

require this document in alternative formats, please contact the Clerk to the Council, Mrs Rachael 

Wright on 01902 896300 or email enquiries@wombourneparishcouncil.org.uk 

mailto:enquiries@wombourneparishcouncil.org.uk

