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Seaford Town Council






Responsible to:  Town Clerk
Grade:                SCP 30
Hours:
                Up to 22 per week – flexible arrangements agreed with line manager
Period:
     September 2023 to March 2024
JOB DESCRIPTION
1. Job Purpose

1.1. To assist in the successful completion of a number of the Town Council’s strategic projects, including legal arrangements.
1.2. To coordinate a review of the Town Council’s systems for its leases and other relevant contracts or land arrangements – advising on, developing and implementing improvements to the systems.

1.3. To help identify and manage organisational risks that are non-financial and non-physical.
2. Areas of Day-to-Day Responsibility
2.1. Strategic Projects (as delegated by the Town Clerk)

2.2. Town Council Leases Systems
2.3. Assessment and Advising on Management of Risks 

3. Line Reporting
3.1. Reports to: Town Clerk

3.2. Direct line reports: none
4. Specific Responsibilities
Strategic Projects
4.1. Assist in the delivery of strategic projects of the Town Council as delegated by the Town Clerk – see section 5 below.
4.2. Assume responsibility, where delegated, for the management of certain strategic projects.

4.3. Ensure communication of the projects, where relevant, with other members of staff, councillors, third parties and/or the public.

4.4. As delegated, undertaking work to enable necessary legal agreements to be drawn up and any legal disputes or claims managed. 
4.5. Drafting of reports to Full Council or Committee meetings as required, regarding projects or activities within remit.

Town Council Leases

4.6. To coordinate a review of the Town Council’s systems for its leases and other relevant contracts or land arrangements. Including systems relating to: record-keeping, rent reviews, lease renewals, lease permissions, approval processes for new and renewed leases, and enabling the lease management and leasee relationship work carried out by the Project & Facilities team.

4.7. To advise on, develop and implement, best practice relating to the Town Council’s leases and other land arrangements / contracts.
Assessment and Advising on Management of Risks 

4.8. Help identify any other organisational risks e.g., reputational or legal, within the remit of the work undertaken and work with colleagues on processes that ensure these risks are managed.
5. Intended Strategic Projects
The following are examples of the strategic projects intended for this post:
5.1. Hurdis House - potential litigation / lease negotiations *live*
5.2. Bönningstedt Wall - potential litigation *live*
5.3. The View Lease (to be confirmed) *live*
5.4. Newlands S106 monies – identifying sites / options for allocating funds *currently on hold*
5.5. Office relocation project – initial work to assess *not yet started*
Temp. Strategic Projects Officer
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