
 
 

 

  

  

  

BRIZE NORTON PARISH COUNCIL 

Brize Norton Parish Council wishes to appoint a Website Administrator to ensure the smooth running of 

its Website. 

 

Hours: up to 10 hours per month, worked flexibly according to the needs of the    Parish Council.  The position 

is subject to a 3-month probationary period. 

 

Pay: Commensurate with experience and anticipated commitment, paid per calendar month. To include 

holiday pay and sick pay.  

 

Responsible to: The Clerk to the Parish Council. 

 

Personal skills: Experience of working in a similar environment would be beneficial.  The applicant should 

be conversant with Word Press, be hardworking, trustworthy, numerate, have good communication skills, 

be flexible, and be competent with email and Microsoft Office.  This would better suit someone who lives in 

the village or has local knowledge but is not essential.  

 

Duties and Responsibilities: Be responsible for maintaining, monitoring and updating the Parish Council 

(“The Employer”) and the Neighbourhood Plan websites.  To include, but not be limited to, posting agendas, 

minutes and correspondence policies and audit documents and ensuring the calendar and images are 

relevant for both the Parish Council and sub-committees. 

 

Be responsible for updating, troubleshooting, repairing or arranging repair or replacement of “The 

Employer’s” electrical PC equipment. 

Monitor and check for updates and bugs and ensure that the websites and related pages work correctly 

across a variety of formats. 

  

How to apply:  Please submit your CV detailing your career history, skills and why you feel you would be 

suitable for this role, along with a covering letter, via email to Mrs Alison Riseley, 

clerk@brizenortonparishcouncil.co.uk. 

  

Closing date:  Friday, 18th June 2021 at 6:00pm. Interviews will take place week commencing 28th June 

2021.  The successful applicant should ideally be able to start the week commencing 12 July 2021 after 

receipt of suitable references. 

  

Questions:  If you have any questions, please contact the Parish Council Clerk, Mrs Alison Riseley, by email 

clerk@brizenortonparishcouncil.co.uk. 
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