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Seaford Town Council




Responsible to: 
The Town Council
Hours:


37 hours per week

Grade:

SCP 49 – 54
1. Job Purpose
The Town Clerk will be the Proper Officer of the Town Council and as such is under a statutory duty to carry out all the functions required by law of a local council’s Proper Officer.
You will be totally responsible for ensuring that the instructions of the Town Council in connection with its function as a local council are carried out.
You will be expected to advise the Town Council on, and assist in the formation of, policies to be followed in respect of the Town Council’s activities. In particular, to produce all the information required to make effective decisions and to implement constructively all decisions.

You will be accountable to the Town Council for the effective management of all its resources and will report to them as and when required.
You will be responsible for implementing decisions of the Town Council, managing the Town Council’s staff, finances, extensive services and other resources vested in it, and for entering into agreements, contracts and other arrangements on its behalf.

You will be responsible for leading, motivating and developing the Town Council’s teams. Being the teams at the Town Council offices, Town Council-owned Seaford Head Golf Course and The View at Seaford Head, which operates as a golf clubhouse, bar, restaurant and function venue.
2. Areas of Day-to-Day Responsibility

Overall performance & Corporate Strategy of the Town Council 

Town Councillor Relations
Corporate Governance

Legal Matters

Partnership Working & Public Relations

Leadership
Proper Officer Duties

3. Line Management 

3.1 Eight direct reports and 29 team members (at the time of writing, August 2020). See the Town Council’s Staff Structure for more details.
3.2 Reports to the Town Council, as a corporate body, through the Mayor and Chair of Personnel on a day-to-day basis, as set out in Town Council policy.
4. Specific Responsibilities

Overall performance & Corporate Strategy of the Town Council 
4.1 To ensure that statutory and other provisions governing or affecting the running of the Town Council are complied with.
4.2 To be overall accountable for the management, maintenance and development of the Town Council’s extensive landholdings and property portfolio within budget and in accordance with agreed performance targets. 
4.3 To oversee (through the Responsible Financial Officer) the monitoring and balancing of the Town Council’s accounts, financial transactions and preparation of records for audit purposes and VAT, in accordance with Town Council policy and proper practices.
4.4 To be overall responsible for income from services, partnerships, external funding and sponsorships wherever possible to ease pressure on the Town Council’s precept.
4.5 To ensure that the Town Council’s obligations for Risk Assessment and Transparency are properly met.
4.6 To monitor the Town Council’s performance against its Strategic Objectives, ensuring relevant actions are delegated to other staff members to fulfil the Objectives. To review the Objectives as required and report this to the Town Council.
4.7 To develop the required business plans to present to the Town Council for adoption and manage and monitor the delivery of these.
4.8 To study reports and other data on activities of the Town Council and on matters impacting on those activities. Where appropriate, to discuss such matters with specialists in particular fields and to produce reports for circulation and discussion by the Town Council.
4.9 To provide a written report detailing priorities, actions completed and actions outstanding to be included on the agenda at each Full Town Council meeting.
4.10 To carefully manage the commercial activities of the Town Council ensuring all requirements as a public body as still adhered to.
Town Councillor Relations
4.11 To engage, advise and plan collaboratively with the Mayor, committee Chairs and town councillors in order to create an open, positive and productive working environment for, and between, officers and town councillors.
4.12 To clarify when necessary the role and duties of a town councillors in applying Town Council policies. To advice town councillors in order to assist them in carrying out these roles and their duties effectively.
4.13 To assist the Mayor and committee Chairs with specific aspects of these roles so that they are well equipped with the necessary information to carry out these roles.
4.14 To maintain and foster a good, professional working relationship with town councillors. To consult on and action a well-considered and appropriate training programme to assist them in their roles. To advise town councillors and help to resolve any actions which may prejudice the smooth running of the Town Council.
4.15 To consider any proposals submitted by town councillors for consideration by the Town Council in line with Town Council policy and to advise on the practicality and likely effects of specific courses of action.
Corporate Governance
4.16 To monitor the implementation of the Council’s adopted policies ensuring that the desired result is achieved, suggesting modifications where appropriate.
4.17 To prepare agendas in discussion with the Chair, attend and produce draft minutes of meetings of the Town Council and its committees (other than where duties have been delegated to another Officer). To oversee actions taken in line with the resolutions and instructions at said meetings.
4.18 To facilitate and attend the Annual Parish Meeting (known locally in Seaford as the ‘Annual Town Forum’).
4.19 To deal with Freedom of Information and Subject Access Requests, in accordance with Town Council policy and the law.
4.20 To ensure the process for dealing with complaints is adhered to and deal with any arising appeals, in accordance with Town Council policy. 
4.21 To oversee the planning functions and responsibilities of the Town Council and the workload of the Town Council’s dedicated Planning Officer (6 hours per week).

Legal Matters
4.22 To deal with any litigation when arising, seeking the necessary external expertise and updating the Town Council as required.
4.23 Following instruction from the Town Council, to apply the Town Council’s seal to documents and maintain the record of the seal being applied.
4.24 To ensure that an accurate record of leases and agreements entered in to by the Town Council is maintained, with the documents being reviewed at the appropriate time and relationships maintained with the other parties to the lease/agreement.
Partnership Working & Public Relations

4.25 To oversee the process for dealing with correspondence and communications on behalf of the Town Council and ensure it is done appropriately in accordance with Town Council policies and procedures.
4.26 To oversee, in accordance with Town Council policy, the issue of press releases and statements about the activities of, or decisions of, the Town Council. To include overseeing the provision of the Town Council’s website and social media presence.

4.27 To foster the relationships with other local authorities, local partners and external groups, contractors, management committees/agents and advisory groups, representing the interests of the Town Council and town as required. 
Leadership
4.28 To supervise relevant members of staff as their line manager in line with Town Council policy, undertaking regular reviews with staff members and keeping your finger on the pulse with the activities throughout the Town Council’s teams. 
4.29 To oversee the management and performance of the entire Town Council workforce, ensuring appropriate training, performance management, employee relations and other such activities are undertaken.
4.30 To facilitate collaborative working relations between the various teams of the Town Council, creating a positive working atmosphere and culture.
4.31 To enhance the understanding of staff regarding how the Town Council operates as a whole, in particular how the commercial activities of the Town Council and the requirements as a public body must work in harmony.
4.32 To represent the needs of the Town Council’s workforce at Town Council and committee level.
4.33 To attend training courses or seminars on the work and role of the Clerk or activities of local councils and other relevant topics as required by the Town Council and as part of your continuous professional development.
4.34 To act as the representative of the Town Council and carry out any other duties as reasonably required.
Proper Officer Duties
4.34
As set out in the Town Council’s Standing Orders and legislation.
Town Clerk
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