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Administrative/Environmental Support Assistant
37 hours per week (Ref: 1K027)
Salary up to £18,816.72
The Council is seeking to recruit an efficient, well organised individual to join the Environmental Services team, based at the Broxbourne Business Centre adjacent to the Brookfield Centre.
The post holder will provide support to the Council’s Cemeteries Manager in the provision of the complete cemetery and burial service, as well as administrative assistance with pitch bookings and invoicing.
Main duties for this role will include dealing with telephone enquiries, handling post and email communications, taking payments for services, information handling, maintaining accurate records and the management of data and filing systems.  

Applicants must be able to uphold the highest standard of customer care when dealing with members of the public on the telephone and in person. Applicants must have a high level of literacy and numeracy, good IT and time management skills. The successful candidate must be able to communicate effectively, work under pressure and have a flexible approach to work.  
The ability to converse at ease with members of the public and provide advice in fluently spoken English is essential in this post.
The benefits package includes generous leave entitlement, flexible working hours, a full training and development programme, free membership to the Council’s local leisure centres and membership of the local government pension scheme.
Broxbourne Council is an Equal Opportunities employer.
Contact the Personnel & Payroll Department by Sunday 29 November 2020 quoting the above reference number.

Borough Offices, Bishops’ College, Churchgate, Cheshunt, Hertfordshire EN8 9XQ
Telephone: 01992 785509, Email personnel@broxbourne.gov.uk, Website: www.broxbourne.gov.uk.

                                                                                                                                                                                                                                                                                                                      
