RYE TOWN COUNCIL
ADMINISTRATIVE ASSISTANT
PERSON SPECIFICATION

ESSENTIAL
e Good interpersonal skills

e Computer literate (including familiarity with MS365 suite and social media
platforms)

e Flexible approach to working

e Good organisational skills

e Good numeracy and literacy

e Ability to work independently and as part of a team

e Knowledge of local area

DESIRABLE

e Experience of using Quickbooks or similar accounts package [training will be
provided]

e Knowledge of local government
e Research and analytical ability

e Promotional skills



