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JOB DESCRIPTION & PROFILE

DIVISION Tyne & Wear Archives & Museums
POST TITLE Administrative Assistant AA512
EVALUATION: 410 points

GRADE: N4

RESPONSIBLE FOR: N/A

RESPONSIBLE TO: As required

JOB PURPOSE:

To provide comprehensive administrative support to TWAM.

MAIN DUTIES:

The following list is typical of the duties the postholder will be expected to perform. It is
not necessarily exhaustive and other duties of a similar nature and level may be
required from time to time.

1.

N

Create and maintain records, organise, take notes and progress actions of
meetings, maintain office systems and diaries, make room bookings, order
refreshments and make travel arrangements as appropriate.

Respond to enquiries, verbally and in writing, arising from a variety of sources and
decide on subsequent action.

Collect, record, compile and present data both manually and electronically, in order
to maintain a comprehensive, up to date paper and electronic filing and information
system, using standard reports, various software and respond to ad hoc queries,
where appropriate. This may include setting up of layouts of documents, flow
charts, diagrams, tables.

Ensure that office machinery, stationery and other office consumables (including
basic maintenance of equipment) are ordered in accordance with purchasing
procedures.

Account for, reconciliation and security of, petty cash and/or other amounts of
cash/expenditure, cheques etc in accordance with Financial Regulations.

Liaise with staff and customers as appropriate to meet the requirements of the
service including the provision of reception services where appropriate.

To promote and implement the Council’s Equality Policy in all aspects of
employment and service delivery.
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