POST: CASEWORKER FOR STEVE WEBB MP (part-time)

JOB DESCRIPTION:
The successful applicant will work in the Yate office of Northavon MP Steve Webb.   His/her primary responsibility will be to ensure that Northavon constituents receive a prompt and effective response to their correspondence, with particular emphasis on e-mail correspondence.   Primary duties include: 

· drafting e-mail replies to constituents and letters to government agencies;
· ensuring that all e-mail correspondence is logged in the casework database system and is acted upon promptly;
· contacting constituents by telephone and occasionally in person about casework issues;
· ensuring effective use of the Parliamentary communications allowance, including data analysis and preparation of mailings;
· general office duties including responding to incoming telephone calls from constituents.
PERSON SPECIFICATION:
The successful applicant must:

· be comfortable using IT packages such as standard word-processing and spreadsheet software and e-mail software, and must be happy to learn to use customised database software that is employed in the MP’s office;
· be sympathetic to the aims and objectives of the Liberal Democrats;
· have good inter-personal skills, both in responding to constituents and in approaching government agencies and other bodies.
It would also be an advantage if the successful applicant:

· is familiar with the South Gloucestershire area and with local issues;

· has a good general knowledge of, and interest in, current affairs.
REMUNERATION AND TERMS:
The post is for 20 hours per week.  Annual leave entitlement is 5 weeks.  The annual salary is £13,500.   In addition, the House of Commons will pay a further ten per cent of salary into the ‘Portcullis’ personal pension scheme on your behalf.

TO APPLY:

To apply for the post, please e-mail a CV with covering e-mail to: steve@stevewebb.org.uk to arrive by 5pm on Friday 17th October.  Alternatively you can write to Steve Webb MP, Poole Court, Poole Court Drive, Yate, Bristol BS37 5PP.  If you have any further queries, you can contact the constituency office on 01454 322100.
