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	Department:
	Adults and Communities

	Job Title:
	Participation Team Assistant – Maternity Cover

	Grade:
	7

	Post Number:
	24250

	Service/Section:
	Culture Leicestershire – Audience Development – Museums, Libraries and Heritage Venues

	Base/Location:
	County Hall, hybrid working

	Responsible To:
	Senior Support Officer

	Responsible For:
	No line management responsibility

	Key Relationships/

Liaison with:
	Heritage Team, Collections Team, Libraries, Creative Learning Service, Working Exhibits Team and various external organisations and partners.


	

	Job Purpose

	Please note: This is a heavily computer based admin role
· To work closely with the Senior Support Officer to assist the Participation Team in effective service delivery
· To support the development of social media, website and online channels of engagement to raise the profile of projects and activity
· To take part in financial processes including the sourcing of materials and use of LCC’s financial systems – Fusion and Business Intelligence

· To assist with evaluation including data inputting 


	

	Main Duties and Responsibilities

	1.
	To carry out the day-to-day co-ordination of the CL team administration including assisting team managers with production of documentation and reports, monitoring and responding to emails from the public and partners, room bookings, and the production and dissemination of communication including newsletters, briefings, meeting minutes, eblasts, surveys and other forms of promotion.

	2.
	To assist with the scheduling of content for social media and the web including video, photo and live streaming. Support online engagement with internal and external organisations including liking, following and sharing of partners content where relevant. Online engagement with the public to increase and enhance profile and grow channels as appropriate.

	3.
	To support colleagues with promotion of activity and events, including designing promotional material on software such as Canva 

	4.
	To assist colleagues with the delivery of activity and events, including supporting with registration and evaluation of participants 

	5.
	Data inputting and assisting the preparation of statistical information as required using available reporting tools such as excel and bespoke databases

	6.
	Assist with LCC financial processes including sourcing, raising and processing orders, invoicing, journaling and claims for work done in line with LCC financial processes as required.

	7.
	To promote and implement the Council’s equal opportunities policies in all aspects of service delivery to ensure that all communication conforms to best practice standards

	

	Special Factors

	· The nature of the work may involve the jobholder carrying out work outside of normal working hours.

	

	This job description sets out the duties and responsibilities of the job at the time when it was drawn up.  Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the job.

	

	Leicestershire County Council is seeking to promote the employment of disabled people and will make any adjustments considered reasonable to the above duties under the terms of the Equality Act 2010 to accommodate a suitable disabled candidate.

	

	Date Prepared/Revised: March 2025
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	Essential
	Desirable
	How assessed

	Qualifications
GCSE Maths & English grades A-C or 
NVQ level 2 or equivalent
Demonstrable experience as identified in the section below

	(
(

	
	Dc/App
Dc/App
App/Int



	Experience
Previous experience in an administrative role

Excellent IT skills, particularly Word, Excel, Outlook etc, and have the ability to learn and utilise a variety of software including online applications such as Canva 

Experience of using different social media platforms professionally
Good oral and written communication skills with an ability to communicate effectively with internal and external partners

Experience of creating promotional content

Experience of using databases and producing statistical information using a variety of software packages
Demonstrate an ability to implement, renew, organise, evaluate and sustain digital and physical office systems as well as manage own workload.

Experience of researching and sourcing materials and resources 
The ability to converse at ease with partners and participants and provide advice in accurate spoken English is essential for the post.
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	Knowledge
Knowledge of cultural services such as libraries and museums

Knowledge of challenges facing Leicestershire communities
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	Skills and Competencies 
Meticulous attention to detail

Manages own time effectively to ensure tasks are completed and deadlines are met in order of priority
Produces clear and concise written communications appropriate to target audiences

Demonstrates a flexible approach to meet changing demands

Communicates effectively with both individuals and larger groups 

Ability to work on own initiative (within agreed boundaries) and as part of a team
Ability to input and retrieve data accurately and effectively and to produce reports
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	Other Requirements

An understanding of, and commitment to Equal Opportunities, and the ability to apply this to all situations.
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	Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the provisions of the Equality Act 2010
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	Med

	

	Key:

App = Application Form

Test = Test

Int = Interview
	Pre = Presentation

Med = Medical Questionnaire

Dc = Documentary Evidence (E.g., Certificates) 
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