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JOB DESCRIPTION


Post:	
Deputy Town Clerk

Grade:
National Joint Council SCP 14 – 18 (£29,540 – £31,537 per annum FTE) 

Responsible to:
Town Clerk & Responsible Financial Officer
Hours:
37 hours per week (including evening meetings and occasional weekends)
Job Description date: 
November 2025

Job Purpose:
The Deputy Town Clerk will support the Town Clerk in the day-to-day management and operation of Council services and resources, ensuring compliance with relevant legislation and statutory obligations. They will also be responsible for the Council’s administrative services, including cemetery and allotment management, policy compliance, and general administration. 
This will include:
· To deputise in the absence of the Town Clerk, to carry out statutory and delegated functions of the Council including full Council and committee meetings.
· To provide advice and support to elected Members and Committees of the Council as required.
· To act as the lead on communications and community engagement for the Council and ensure that excellent customer care standards are maintained in all interactions.
· To serve as Clerk to a Council Committee. 
· To lead, deliver and support Council projects.  
· To monitor Council’s policies and procedures for changes in legislation and timely reviews.  
Main Duties & Responsibilities:
· Oversee public enquiries (face-to-face, phone, email, social media) in relation to Council services.
· To maintain an awareness/overview of issues affecting the Town Council and be prepared to support when the Town Clerk is absent.
· Attend meetings, prepare agendas, reports, and minutes.
· Support the Town Clerk in monitoring compliance with Standing Orders, policies, and legislation.
· To annually review all policies and instigate new policies.
· To administer and undertake the Clerk role for committee meetings, this will include preparing and publishing the agenda for these meetings, attending and minuting the meetings and managing the budget allocated to the Committee by the Full Council.
Service Management:
· Manage Bovey Tracey Cemetery: liaising with funeral directors, stonemasons, and grave diggers, allocating plots, and ensuring compliance.
· Manage allotments: tenancy agreements, rent collection, inspections, waiting lists, and tenant liaison.
Administration & Communications:
· Maintain and manage all office records and information in accordance with GDPR and the Council’s Data Retention Policy.
· Update the Town Council’s website and support social media communications.
· Prepare newsletters, annual reports, and community engagement material.
· Provide administrative support for Council projects, initiatives and events. 
· Liaise with external organisations, Councillors, and community groups.

Projects: 
· Work with the Council and its committees to successfully initiate, plan, design, implement, monitor, control and manage projects/initiatives
· Project management responsibility for specific projects, including timescales, agreed budgets, monitoring, evaluation and upward reporting to Council Chairs and the Town Clerk. 
· Administer and manage procurement processes for Council projects and services, including posting opportunities on Contract Finder or other relevant portals, ensuring compliance with public sector procurement regulations.
General:
· Undertake training as required to support professional development.
· To be responsible for security of premises, including safe custody of premises keys, safe keys, and setting of security alarm when necessary.
· Bovey Town Council’s staffing structure is small and multi-disciplined. Roles are flexible in nature, and other duties allocated by the Town Clerk will be undertaken as required that commensurate with the role and level of experience.
· The role will include evening meetings and occasional weekend working. 
· Uphold and promote the Council’s values and behaviours in a professional and responsible manner. 
· Ensure the public receives a professional and courteous service, maintaining the Council’s reputation for commitment to its community.
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