	
	



	RECRUITMENT APPLICATION PACK
TEMPORARY ADMINISTRATIVE ASSISTANT
Lambourn Parish Council | West Berkshire | November 2026



1. Applicant Guidance and Overview
	Post Title:
	Temporary Administrative Assistant to the Parish Council

	Contract Duration:
	3 Months Temporary Contract

	Working Hours:
	16 hours per week (Flexible working pattern to be agreed)

	Pay Scale & Rate:
	£13.90 per hour

	Location:
	Lambourn Parish Council Office, The Memorial Hall, Oxford Street, Lambourn, RG17 8XP

	Closing and Interview Dates:
	Closing Date: 13th November 2026 | Interview Date: W/C 16th December 2026



Welcome
Thank you for your interest in joining Lambourn Parish Council. We are seeking an organised, approachable and proactive individual to join our small, dedicated office team on a 3 month temporary basis to provide core administrative support.
About the Role
This position serves as a key administrative post within our parish council operations. Working directly alongside the Parish Clerk, you will handle day to day public enquiries, manage bookings for the Memorial Hall using our online system (Hallmaster), administer cemetery records and support the management of local street amenities and public services.
How to Apply
To apply for this post, please submit the following documents:
1. Current CV: Your current CV detailing your work history and relevant skills.
2. Covering Letter: A brief covering letter (maximum 1 page of A4) explaining how your skills and experience meet the role requirements.
3. Applicant Declaration Form: The completed form included in Document 4 of this pack.
Please send your application by email to info@lambourn-pc.gov.uk or by post/hand delivery to:
Parish Clerk, Lambourn Parish Council Office, The Memorial Hall, Oxford Street, Lambourn, West Berkshire RG17 8XP.


	
	


2. Job Description and Person Specification
Job Description
Job Title: Temporary Administrative Assistant to Lambourn Parish Council
Reporting To: Parish Clerk / Proper Officer
Hours of Work: 16 hours per week (Flexible working pattern to be agreed)
Salary Grade: £13.90 per hour
Main Purpose of the Job
To provide comprehensive administrative support to the Parish Clerk, ensuring the effective daily operation of parish facilities, community services, public communications, and office administration.
Key Tasks and Responsibilities

1. Public Enquiries & Office Administration
Serve as the primary point of contact for enquiries from residents, local organisations and contractors via telephone and email.
Receive, filter and log incoming correspondence and routine post for the Parish Clerk.
Draft and send routine emails and administrative correspondence.
Assist with general filing and periodic archiving of office documentation.
Assist in maintaining up-to-date community information on the parish council website and village noticeboards.

2. Hall and Facilities Administration (Hallmaster)
Manage customer enquiries, scheduling and bookings for the Memorial Hall using the Hallmaster online booking system.
Provide hirers with facility access information, booking terms and usage guidelines.
Assist with processing hire invoices, logging payments and reporting routine maintenance issues to caretakers or contractors.

3. Cemeteries & Churchyards Administration
Administer burial applications and update digital cemetery records using RBS cemetery software.
Issue cemetery regulations, documentation and permits to relatives, funeral directors and stonemasons.
Coordinate burial arrangements with the gravedigger and Parochial Church Council (PCC).

4. Streets, Amenities and Local Services
Salt and Grit Bins - maintain an inventory of parish grit bin locations and log refilling requests during winter months.
Street Lighting and CCTV - log reported faults with streetlights or CCTV systems with designated contractors.
Play Areas - record and log routine visual safety check reports for parish play areas.

5. Finance and General Support
Log incoming supplier invoices for the Responsible Financial Officer (RFO).
Carry out other administrative duties appropriate to the grade as requested by the Parish Clerk.

Person Specification
	Requirement
	Essential
	Desirable
	Assessment Method

	Experience
	Proven administrative or office support experience.
	Previous experience in local government or community facility administration.
	Application / Interview

	IT Skills
	Proficient in Microsoft Office (Word, Excel) and email systems.
	Familiarity with online booking software (e.g. Hallmaster) or specialist databases (e.g. RBS).
	Application / Interview

	Communication
	Excellent verbal and written communication skills with a customer-focused approach.
	Experience handling sensitive enquiries (e.g., bereavement administration).
	Application / Interview

	Organization
	Strong organisational skills, attention to detail, and ability to prioritize tasks.
	Knowledge of the local Lambourn parish area.
	Application / Interview

	Work Ethic
	Reliable, discreet, and able to work independently within a small team.
	—
	Interview / References




	
	


3. Job Applicant Privacy Notice (UK GDPR)
Lambourn Parish Council is a Data Controller under the UK General Data Protection Regulation (UK GDPR) and Data Protection Act 2018. This notice explains how we collect, use, store and protect your personal data during our recruitment process.
Information We Collect and Legal Basis
We collect personal information that you provide in your CV, covering letter and application forms (name, contact details, work history, qualifications, references and proof of legal Right to Work in the UK). We process your data to evaluate your application, assess suitability and fulfill statutory legal obligations prior to entering into an employment contract.
Data Security, Retention & Rights
Access is strictly restricted to councillors and staff members directly involved in recruitment.
Unsuccessful Applicants: Data will be securely destroyed 6 months after recruitment closes.
Successful Applicant: Data forms part of your personnel record retained under statutory employment retention periods.
Your Rights: You have the right to request access, correction or erasure of your personal data. Contact: info@lambourn-pc.gov.uk.


4. Applicant Declaration Form
Please complete and return this form along with your CV and covering letter.
	1. PERSONAL INFORMATION
	

	Full Name:
	

	Address:
	

	Telephone Number:
	

	Email Address:
	

	2. RIGHT TO WORK IN THE UK
	

	Do you currently have the legal right to work in the UK?
	[  ] YES      [  ] NO
(Original proof required if interviewed)

	3. PROFESSIONAL REFERENCES
	(Please provide 2 professional referees)

	Referee 1 (Name, Title, Org, Contact):
	Contact prior to interview?   [  ] YES   [  ] NO

	Referee 2 (Name, Title, Org, Contact):
	
Contact prior to interview?   [  ] YES   [  ] NO

	4. CRIMINAL CONVICTIONS DECLARATION
	

	Do you have any unspent criminal convictions or cautions?
	[  ] YES      [  ] NO
(If Yes, attach details in a sealed envelope marked 'Confidential - Clerk')

	5. REASONABLE ADJUSTMENTS
	

	Requirements for interview (Equality Act 2010):
	



Applicant Declaration
I declare that the information provided in this application is true and complete to the best of my knowledge. I understand that deliberate omission or false information may result in disqualification or dismissal if appointed.



	Signature: _________________________________________
	Date: ____________________




