
 
MONMOUTHSHIRE COUNTY COUNCIL 

PEOPLE SERVICES  
 

ROLE PROFILE 
 
ROLE: People Services – Mail Administrator (Temporary for 5 Months) 
 
POST NO: EMP19 
 
SECTION : Employee Services (System & Support Team) 
 
HOURS : 37 Hrs. Per Week 
 Work Pattern: Monday - Friday  
 
GRADE: Band C SCP 13 – 17 £15,941 - £17,372 per annum. 

 
LOCATION: Magor – which may change in the future if the service location needs to 

relocate.  Relocation or disturbance expenses will not be paid if this 
happens. 
The authority operates an agile working policy and the successful post holder 
will be required to work in an agile way throughout the County of 
Monmouthshire as per the needs of the service. 

 
RESPONSIBLE TO:  Systems & Support Co-ordinator (Administration) 
 
 
The People Services Team…..Who are we? 
 

 We are the team that recruits, develops, pays and grows the authority’s workforce to meet 
the needs of Monmouthshire. 

 Our primary objective is to ensure we have the right people with the right skills and drive to 
work with Monmouthshire’s communities and partners, making it a better place to live work 
and visit. 

 We will work with our colleagues to deliver Monmouthshire’s People Strategy and cultural 
direction. 
 

The Purpose of this Role:  
 

 To support the People Services administration team in the areas of Payroll, HR, Training, 
Health &Wellbeing which will include  

o Ensuring effective and efficient processing of both the physical and electronic mail 
for the team; 

o Undertaking data entry across a variety of systems operated within the team; 
 
Our Expectations of you: 
 
You will actively support the People Services payroll and administration team. 
 
You will be expected to – 
 



 Provide admin support to the whole of the People Services payroll and administration team 
as necessary. 

 Ensuring effective and efficient processing of both the physical and electronic mail for the 
team.  This will include mail monitoring routines to collate and sort incoming mail distribute 
as required  

 Carry out scanning and linking of documentation received by the section on a daily basis. 

 Ensure daily responses to enquires by email. 

 Support the team with distribution of payslips to the organisation and other agencies that 
we are a payroll bureau for. 

 To operate all paper and I.T. systems with accuracy and efficiency. 

 Undertake accurate data input and retrieval in any of the teams systems. 

 To provide friendly and efficient first point of contact for the whole team, filtering and dealing 
with queries and using judgement to pass on those that require a higher level of 
professional input.  

 Identify problems in systems, suggest solutions and be part of achieving positive outcomes 

 Ensure that tasks are completed accurately and timely in line with established policies and 
procedures. 

 Be capable of maintaining ownership of issues until satisfactorily resolved. 

 Live & role-model our organisational values & culture. 

 Embrace change - and champion the needs of a better Monmouthshire. 

 Support Intrapreneurship and creative thinking across Monmouthshire. 

 Support whole system approaches across the organisation. 

 To be a team player and be able to achieve tasks that need to be completed when faced 
with conflicting priorities. 

 
Here’s what we can provide you with: 

 

 The freedom and support to be inquisitive challenge the way we do things learn and grow. 

 The opportunity to be involved in a diverse team, which can provide a variety of experience 
and knowledge. 

 Supportive colleagues who are proven achievers. 
 
What else you need to know…..Monmouthshire Values are: 
 

Openness:  We aspire to be open and honest to develop trusting relationships. 

Fairness:  We aspire to provide fair choice, opportunities and experiences and become an 
organisation built on mutual respect. 

Flexibility:  We aspire to be flexible in our thinking and action to become an effective and 
efficient organisation. 

Teamwork:  We aspire to work together to share our successes and failures by building on our 
strengths and supporting one another to achieve our goals. 

And this role, will work with Monmouthshire to achieve these. 

 
In addition: 

All employees are responsible for ensuring that they act at all times in a way that is consistent 
with Monmouthshire’s Equal Opportunities Policy in their own area of responsibility and in their 
general conduct. 

 
 
 
 
 



Person Specification 
 

How will we know if you are the right person for the role? As the successful candidate you 
will have demonstrated that you:- 
 

1. Must have experience of working in an office environment. 
2. Effective and efficient telephone, written and personal communication skills.  So, can really 

LISTEN and communicate with everyone you come into contact with, whether it is face to 
face or using any other media. 

3. Ability to effectively and efficiently operate within an electronic environment, where IT 
literacy forms part of daily operations (For example Email, Microsoft Office, Northgate -
Resource Link, Perceptive Software - Image Now) 

4. Are an organised person with the ability to priorities tasks accordingly 
5. Can work accurately and with attention to detail  
6. Must be able to work under pressure of strict deadlines 
7. Can work flexibly and fluidly, undertaking any task that is needed to ‘get the job done’. 
8. Understand the need for confidentiality and will use good judgement and common sense to 

keep sensitive information safe 
9. Work under own initiative, as well as a team player, sharing knowledge & experience with 

your colleagues 
10. Have a willingness to learn, grow and be flexible in your work 
11. Can take ownership of successes and failures and learn from experiences 
12. Know when to ask for help and guidance  
13. The ability to ensure compliance with the Equality Act 

 
If you have any questions or require anything requires clarification, please contact me 
Jenny Bradfield on 01633 644186 or email me: jennybradfield@monmouthshire.gov.uk 
 
 
Closing Date:  12 Noon on Friday 29th May 2015 
 
 
 
 
 
 
 
 
 

mailto:jennybradfield@monmouthshire.gov.uk

