Constituency Assistant

Joanne Bunting MLA is seeking to appoint an experienced assistant to provide quality administrative support and a customer-focussed advice service to ensure the effective and efficient operation of her East Belfast constituency Office.

All applications from suitably qualified persons are welcome.  Appointments will be based on merit.

Reporting to:	Joanne Bunting MLA
Term:  		6 month probation
[bookmark: _GoBack]Start Date:	ASAP
Hours:		6.5 (Monday)
Salary:		£17.37
Location:	East Belfast Constituency Office


Main Responsibilities

General 

· Provide a full secretarial service and administrative support to the MLA.
· Communicate effectively and professionally with both internal and external contacts.
· Ensure all business is conducted in a sensitive and confidential manner. 
· Assist with the work of other colleagues as required and communicate appropriately with internal and external contacts.
· Liaise on behalf of the MLA with relevant groups/personnel at the Northern Ireland Assembly and within the constituency, including outside organisations and the general public.
· Identify and build relationships with business, community and other groups in the constituency.
· Participate in staff training as required.
· Develop, maintain and update knowledge in relevant legislation and policy and specialist areas as required and agreed with the MLA.
· Plan and organise events.
· Undertake any other duties related to the post and appropriate to the pay band as directed by the MLA.


Support for MLA 

· Attend meetings with MLA, where necessary, ensuring records of all meetings are kept in the form of briefing notes, agenda, minutes etc. and that the MLA is kept informed of matters raised, outcomes and queries requiring her input/advice.
· Assist the Member in prioritising work including diary management, meeting deadlines and planning of surgeries/constituent call outs.
· Prepare printed communication for constituents, including periodic constituency reports and organise their dissemination. 



Administration & Finance / Constituency Casework

· Ensure correspondence is dealt with promptly, efficiently, accurately and with correct use of templates and stationery.
· Implement office systems and procedures ensuring an up to date and effective database and filing system and that all records are kept or destroyed in accordance with Data Protection regulations.
· Service meetings as required.
· Ensure expenditure is in line with spending limits and Assembly guidelines; keeping records of all transactions involving the Constituency Office/MLA’s expenditure; keeping the MLA informed of all relevant financial matters.
· Deal with constituents’ enquiries, complex queries and complaints on the MLA’s behalf, including drafting correspondence.
· Assist the MLA in casework investigation and gathering of information including liaison with local and national bodies, government agencies, etc., ensuring files, correspondence, MLA and constituents are kept appraised of progress.


Essential Criteria

The successful candidate must:

· Be educated to ‘A’ level standard or have 3 years’ equivalent experience.
· Have 4 years’ experience in a busy office environment.

 Be able to demonstrate:
· Excellent organisational skills, initiative and ability to work unsupervised and effectively plan and organise own workload. 
· Proven ability to work under pressure and within tight timescales. 
· Excellent communication skills – orally and in writing, with an exceptional grasp of the English language, grammar and spelling.
· Proven ability to use a variety of ICT equipment and software packages.

Desirable Criteria

· Experience in dealing with statutory agencies, government departments, local government.
· Some understanding of regional and/or local government.
· Some understanding of NI politics.


Contact Information

Joanne Bunting MLA
220 Knock Road
Belfast
BT5 6QD

Joanne.Bunting@mla.niassembly.gov.uk


Closing Date:

Noon Wednesday 9th October 2024

