
 

 

 

APPENDIX 11 
 

Finance and General Purposes Committee – 22nd June 2020 
 

Report of the Clerk 
 

Purpose of Report 
 
The report is to inform council that the Administrative Officer’s (AO) appraisal meeting with 
the Clerk took place on Friday, 5th June 2020 and to seek authority for funding of an 
identified training need. 

 
Summary 
 
The AO’s appraisal was carried out using the form and guidance contained in the LRALC ‘Step 
by Step Guide to Appraisal’.  The AO had reviewed the LRALC guidance and completed the 
self-assessment section of the form prior to the meeting. 
 
At the time of the appraisal, the AO’s job description is as agreed under the staffing review 
of October 2019 and is as detailed on Appendix 11a. 
 
The following objectives were agreed: 

 

• Advanced Excel training – on line course 

• First Aid Training 

• Fire Safety Training 

• Health and Safety Training 
 

Three of the four objectives have already been identified as mandatory training needs for staff 
by the new Grounds and Facilities Officer and are in the process of being organised. 
 
The Advanced Excel training was identified as a requirement to enable the officer to make 
better use of the Hallmaster booking system’s reporting function.  The AO is in the process of 
investigating suitable on-line courses. 
 
Recommendations 

 
a) That the committee supports the AO’s training need for Advanced Excel training as 

a cost not to exceed £200. 
 
Implementation Timetable including Future Decisions 
 
Ongoing - a follow up meeting is scheduled for December 2020 to review progress. 
 
Report Implications 
 
The introduction of an Appraisal Scheme is a recommendation in the LRALC Governance 
Review.  
 
Financial Implications 
 
There will be expenditure from the Councils training budget. It is expected that the AO’s 
training package will be less than £200. 

  



 

 

 

 
Risk Management 
 
There is a risk that if the recommendation is not adopted, the council could be seen as 
being unsupportive of staff development. 
 
There is a risk that if the recommendation is not adopted there could be a negative effect 
on the AO’s morale and on the council’s performance. 



 

 

 

 
JOB DESCRIPTION 

 

ADMINISTRATIVE OFFICER 
 

(Part-time 25 hours per week) 
 

SCP 9 
 

Responsible to: Parish Clerk/Responsible Financial Officer 
 

Responsible for: 
 

1. Process and record all facilities bookings from members of the public and for Council 
and committee meetings. 

2. Issue invoices for use of facilities and subsequent financial accounting. 
3. General administration of facilities on a daily basis, ensuring policies and guidelines 

laid down by the Council are followed, and ensure their active promotion in accordance 
with Council policy. 

4. Administration of Committees and/or Management Groups of the Council focussing 
upon the Council’s facilities, including in relation to the Village Hall, Old School and 
Community Library 

5. Assistance with administration of Council events and promotions 
6. Administer the ordering of stationery stock and consumables for facilities and Parish 

Office. 
7. Provide office and meeting cover for the Senior Administrative Officer when absent. 
8. Provide administrative support to Clerk and Grounds and Facilities Officer. 
9. General office duties including the opening of post and general reception duties as 

required. 
10. Servicing Parish Notice Board. 

 

Job Activities 
 

1. Maintain an electronic ‘diary’ of bookings for facilities. 
2. Maintain up to date information for facilities on website. 
3. Issue invoices to facility hirers. 
4. Show prospective users around the facilities explaining fire regulations and terms and 

conditions of hire, and customer liaison generally. 
5. Prepare agendas and minutes. 

6. Support Grounds Facilities Officer in the general administration of the Council’s 
facilities as required. 

7. General office duties – i.e., opening of post, ordering of stationery. 
8. Service Parish Notice Boards adding agendas and notices when appropriate. 
9. Any other reasonable duties commensurate with the grading of the post. 

 


