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Seaford Town Council




Responsible to: 
Town Clerk
Hours:


22 hours per week (negotiable)
Grade:

SCP 23-29 
1. Job Purpose
The postholder of Assistant Town Clerk is due to begin maternity leave in early 2022 and as such, the Town Council is seeking an experienced manager to provide cover.

The Town Council has made arrangements internally for cover of part of the role and therefore is seeking an additional part time, temporary member of staff to complement this.

This managerial post advertised focusses on taking ownership of areas that you will hold day-to-day responsibility for and leading, motivating and developing your two team members. Alongside this will be support to the Town Clerk and working closely with other members of the senior management team.

2. Areas of Day-to-Day Responsibility

Office Management (Office Facilities & Equipment, IT Services, Telephones)
Communications (Websites, Social Media, Publications, Marketing, Council Branding)

Democratic Services (Councillor Details, Outside Bodies, Elections)

Civic Services (Mayor & Young Mayor Offices, Civic Events, Civic Regalia & Protocol)
Public Engagement and Consultations
3. Line Management 

3.1 Two direct reports; the Civic Officer and Administration Assistant. 
3.2 Reports to the Town Clerk.
4. Specific Responsibilities
Communications

4.1 Responsibility for the Town Council’s website, Facebook page and any future social media accounts. To ensure that information on these sites is up to date and accurate, meeting the legal requirements for data transparency. To act as point of call on website related queries.

4.2 Assist with the creation of Town Council press releases and publicity of the Town Council’s activities and authorising such releases.

4.3 Responsibility for the Town Council’s Annual Report, annual Council Tax Leaflet and other such publications as requested.

4.4 Responsibility for reviewing, planning and managing any marketing relating to the activities of the Town Council.

4.5 Responsibility for managing and overseeing the overall branding of the Town Council.

Democratic Services

4.6 Provide assistance where possible during local and general elections and the induction of any subsequent Town Councillors. 
4.7 Coordination of the Town Council’s Outside Bodies, liaising with the external organisations, advising Councillors where needed and related administration activities.

4.8 Maintain information regarding Councillors; Council records and publicly available documents and information.

Civic Services

4.9 To oversee and manage the civic services of the Town Council.

4.10 Line management of the Civic Officer and supporting them with their activities coordinating the offices of both Mayor and Young Mayor.
4.11 Ensure Civic Protocol is upheld.

4.12 Responsible for arrangement of the Annual Town Meeting (Town Forum).

4.13 Oversee the Freedom of the Town process.

Public Engagement and Consultations

4.14 To oversee and manage public engagement activities of the Town Council; working with other teams to create, collate and analyse engagement activities and responses.

4.15 To bring to the attention of the Town Clerk any consultations that the Town Council could or should be responding to. To assist with draft and submitting responses and publicising the response on the Town Council’s website.
Office Management

4.16 Information provision and support to the Town Clerk, Councillors and other members of staff as and when required.

4.17 Ensure the office is running effectively and efficiently, working with the Administration Assistant regarding the general office administration activities. 

4.18 Responsible for the Town Council’s IT function and telephone systems (including those at The View and Golf Course).

4.19 Part of the Corporate Management Team; responsible for providing administrative support to the team, arranging meetings, note-taking and overseeing follow up actions. 

4.20 Staying up to date with matters effecting the Town Council and bringing these to the Town Clerk’s attention as and where relevant.

4.21 Ensuring published Town Council documents and information are accurate and up to date (hard copies and online) and the Office and Councillor Information Packs.

4.22 To undertake any other duties required by the Town Council consistent with the level and scope of the post.
Office Manager (Part-Time, Maternity Cover)
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