Vacancy - Assistant Clerk 

Fairford Town Council has a vacancy for an Assistant Clerk.

Experience in the following areas would be an advantage but not all are essential if the applicant can demonstrate the potential and willingness to learn:
·         General administration and minute taking

·         Familiarity with basic computer packages(Microsoft Word, Excel and Publisher)

·         A basic understanding of book-keeping 

·         Good organisational abilities and inter-personal skills

·         An interest in local government

The requirement is for 16 hours per week (hours flexible - some evening work required) with a starting salary of up to £16,800pa pro rata.

To apply for this position please write or e-mail, with an accompanying CV to: Mrs Vanessa Lawrence, Town Clerk

             Fairford Town Council, The Community Centre,

             High Street, Fairford.  GLOS.  GL7 4AF

             e-mail: clerks@fairford-tc.co.uk
The closing date for applications is Wednesday 8th February 2012

