JOB DESCRIPTION

	TITLE:
	Policy Assistant/Secretary

(Ref: PAS 1/10)

(21 hours per week)



	HOLDER:
	

	RESPONSIBLE TO:
	Assistant Director (Policy & Publications)



	PURPOSE OF JOB:
	To provide administrative support to the policy unit and other administrative support as required


	CONTACT WITH:
	· Law Centre staff

· Members and subscribers

· Other appropriate statutory and voluntary organisations



	MAIN DUTIES:
	· to participate in planning and to assist in organising events and seminars including administration work, booking of venue and delegation of tasks to individual members of staff 
· to undertake general word processing of
            documents, correspondence, policy consultation response  and any other information as required

     -     to assist in the editing of documents 
-
to provide administrative support in the production of policy materials and publications 
· to attend, participate and service the policy and publications team meeting and other meetings as required including taking, production and circulation of minutes
· to maintain internal office systems including filing, typing correspondence, photocopying and invoicing
· to undertake distribution of policy and other documents and mailouts, including uploading to the Law Centre intranet and website
· to assist as required in the administration department


	OTHER DUTIES
	· to undertake such other reasonable duties as may be required from time to time


Law Centre (NI) is striving towards equal opportunities and welcomes applications from all sections of the community

