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Job 
Description

	Post Title:

Responsible to:

	Admin & Events Assistant
Chief Officer

	
	The duties and responsibilities set out below are not exhaustive. You may be required to carry out other reasonable duties within your capabilities as required and instructed, should the need of the Council require it.

	About us


	Workington Town Council (WTC) is the grass roots council, serving the people of Workington. The Council is responsible for Vulcan Park, 13 allotment sites, 11 play areas, The Ranch and other open spaces in the town. The Council is responsible for providing for their needs of the community and executes an annual programme of civic and community events, including Remembrance and the Christmas Festival. 

	Job Purpose
	The Admin and Events Assistant will provide high-quality administrative and organisational support to the Chief Officer, ensuring the effective day-to-day running of council operations. A key part of the role will be acting as the primary link between Workington Town Council and an external events company responsible for delivering the council’s events programme. The postholder will liaise with suppliers, contractors, community organisations, and internal stakeholders to support the smooth planning, coordination, and delivery of civic and community events.

	Grade
	We are looking for 

· 1 part time Admin & Events Assistant 

· 18 hours a week
· Initially a one-year contract

Salary: between £25,989 - £27,254 (SCP 6-9) depending on experience.
This role will require some evening and weekend working. 

	Benefits
	Local Government Pension Scheme.
Employee Assistance Programme. 

25 days holiday, plus 8 bank holidays (pro rata).

Real living wage employer.

	Employment base
	You will be based at the Council’s Offices in the Town Hall on Oxford Street, Workington. Though you will be expected to work at sites around the town.



	Responsibilities
	Administrative Support

· Provide comprehensive administrative assistance to the Chief Officer and wider council team.

· Prepare documents, reports, meeting papers, and presentations as required.

· Maintain accurate records, files, and databases in accordance with council policies.

· Support the preparation and dissemination of council information, newsletters, and public notices.

Events Coordination

· Act as the primary liaison between Workington Town Council and the commissioned external events company.

· Coordinate and communicate council requirements, updates, and approvals to ensure successful event delivery.

· Support the planning and organisation of civic and community events, including festivals, commemorations, and council-led activities.

· Liaise with suppliers, contractors, performers, venue managers, and partner organisations where required.

· Assist with event documentation, schedules, and on-the-day coordination.

· Provide administrative support for event procurement processes and contract management.

Stakeholder Liaison

· Work collaboratively with local organisations, businesses, community groups, and residents.

· Support partnership working and ensure effective communication between all event-related stakeholders.

· Represent the council professionally in meetings and engagements related to events and administration.

General Duties

· Support compliance with council policies, health and safety requirements, and event regulations.

· Contribute to continuous improvement of administrative and event processes.

· Assist in additional council tasks, projects, or duties as required by the Chief Officer


	ATTRIBUTES
	ESSENTIAL
	DESIRABLE

	Qualifications
	· Good standard of English Language and Maths

· Health and Safety Knowledge and Understanding

· Proficient in Microsoft Office (Word, Excel, Outlook, PowerPoint).
	· Experience in events administration or coordination.



	Skills & Abilities
	· Strong administrative experience in a busy office or organisational setting.

· Strong organisational skills with attention to detail.

· Ability to manage multiple tasks and deadlines.

· Confident liaising with a range of stakeholders, including suppliers and community organisations.

· Ability to work independently and as part of a team.

· Good verbal communication and ability to listen and respond well to verbal instruction

· Full UK driving Licence

· Able to solve unexpected problems within the normal working day in a calm and logical manner
	· Knowledge of local government processes or working in a public-sector environment.

· Experience working with external agencies, contractors, or suppliers.

· Familiarity with community engagement or partnership working.

	Personal Qualities
	· Positive “can do” attitude

· Presentable appearance

· Good time keeping

· Self-motivated, self-evaluating and shows initiative
· Professional, friendly, and proactive approach.

· Reliable, flexible, and solutions focused.

· Strong interpersonal skills and a collaborative mindset.

· Able to remain calm under pressure and adapt to changing priorities.

· Commitment to high standards of service and professionalism.
	· Desire to improve skills and knowledge

· Demonstrate passion, enthusiasm and genuine interest in local government
· To have ambition, drive and creativity
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