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BRIDGNORTH TOWN COUNCIL 

JOB DESCRIPTION 

BUSINESS SUPPORT ADMINISTRATOR / RECEPTION  

Job Title: Business Support Administrator / Receptionist 

Place of Work: College House, St. Leonard’s Close, Bridgnorth 

Responsible to: Deputy Town Clerk 

Job Summary: 

 

1. Provide administrative support to the Town Clerk and Deputy Town Clerk  

 

2. Provide administrative support to the Town Mayor. 

 

3. Provide support to Town Council and community events. 

 

4. To be a first point of contact for the Council during normal opening hours. 

 

5. Answer incoming telephone calls and e-mails. Giving advice and information to 

users/groups where appropriate. Passing them on to relevant staff member if unable 

to sufficiently respond to enquiry. 

 

Key Responsibilities: 

1. Preparation of agendas and the production of minutes for Town Council meetings. 

 

2. Production of routine correspondence. 

 

3. To co-ordinate the support of the administrative system for Council meetings 
including: 
 

4. Arrange meetings of sub-committees and working parties as required. 
 

5. To prepare correspondence and reports for the Town Clerk and Deputy Town Clerk 
in relation to the Town Council and committees.  
 

6. Election administration and maintenance of councillor records. 
 

7. To carry out administration in relation to civic and community events as required.  
 

8. Updating the Town Council’s website and Facebook pages. 

 

9. To provide support to the receptionist post and cover during periods of absence. 
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10. Distribution and recording of post and deliveries (including outgoing post). 

Reconciliation of postage spend at the end of each month with ability to upload funds 

to the franking machine when required.  

 

11. Booking any Bridgnorth Town Council owned property/rooms out to third parties who 

are interested in their hire. Answering queries relating to bookings, with the 

understanding that tours of premises are sometimes required to ensure a booking is 

made.  

 

12. Receiving payments whether in cash or by cheque. Writing receipts for customers 

and income slips for our records. Securely storing monies in appropriate safe. 

 

13. General reception/administrative duties such as laminating, photocopying and 

scanning. Administering the filing system within the office, ensuring documents are 

filed in the correct areas. To ensure files are archived once complete in an organised 

and proper manner to make the system understandable so that colleagues are able 

to easily retrieve documents.  

 

 

 

 

 

 


