RYE TOWN COUNCIL
ADMINISTRATIVE ASSISTANT
SUMMARY OF MAIN TERMS & CONDITIONS

1 Salary £13.50 per hour
2 Contract 6 months from appointment
3 Hours 10 per week, worked normally between Monday and

Thursday mornings — but at other times according to
operational need (for example, assisting with civic and
Council events — or providing cover for other members of

staff).

4 Probation 2 months.

5 Annual leave In accordance with the Council’s Annual Leave policy.

6 Sick pay In accordance with the Council’s Sickness Scheme.

7 Pension Optional membership of the Local Government Pension
Scheme.

8 Discipline The post holder will be issued with a copy of the Disciplinary
Procedure.

9 Grievances The post holder will be issued with a copy of the Grievance
Procedure.

10 Termination The post holder or Rye Town Council will be required to give

4 weeks’ notice of termination of employment.

Rye Town Council is committed to implementing its Equal Opportunities Policy



