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ILMINSTER TOWN COUNCIL

Admin Officer
37 hours per week, Permanent, Salary range £18,795 - £19,945
Benefits include access to the Local Government pension Scheme and 23 days annual leave plus bank holidays


Ilminster Town Council is a small, proactive Town Council that works with local residents and businesses to provide services which include recreation areas, a local nature reserve and a cemetery.

This role requires a person who can deal with people calmly, without judgement, firmly and politely. The successful applicant will undertake a variety of tasks including responding to enquiries from the public (by phone, email and face to face),dealing with invitations to the Mayor, updating the Town Council’s website, raising purchase orders, providing support to meetings and organising town council events, competitions and civic functions. 

The role will suit a person who likes working in a small team whilst having a busy and varied workload. 

We welcome enquiries from everyone and value diversity in our workforce.

Application packs containing a full job description and the main terms of employment can be downloaded from www.ilminster.gov.uk or phone Tel: 01460 52149 or E-mail: town.council@ilminster.gov.uk

Closing date 30 September 2019 at 12noon
Interviews will be held week commencing 14 October 2019
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