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	JOB DESCRIPTION



	Position Title: Communications and Administration Officer.
	Hours: 22 hours per week (exact hours negotiable); permanent.


	Reports To: Parish Clerk (initially; this may change following the completion of the probationary period).
	Salary Range: SCP 13-17 – (£29,064-£31,022 pro-rata; actual salary £17,279 - £18,443
Actual starting point dependant on skills and experience.

	Position Summary
To help drive the communications of both Burnham Parish Council and Burnham Park Hall, and support the administration of the parish office.



	Other responsibilities

1. To undertake training and continuous professional development to develop the necessary professional knowledge required for the efficient management of the business of the council.

2. To undertake such other responsibilities and functions as may be required from time to time by the council, commensurate with the duties, responsibilities and grade of the post.
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