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BOVEY TRACEY TOWN COUNCIL

JOB DESCRIPTION

Post:

Assistant Town Clerk
Grade:
National Joint Council SCP 14 – 18


(£22,462 – £24,313 per annum FTE)                       

Responsible to:

Town Clerk & Responsible Financial Officer
Job Purpose
To assist the Town Clerk in ensuring that the Town Council is running efficiently and in accordance with Local Government regulations and legislation and, in liaison with the Town Clerk, to advise the Town Council and individual Councillors on relevant sector, financial and legal matters relevant to Bovey Tracey Town Council.
Main Duties
1)
To provide Clerk services to Council Committee(s). 
2)
To act as a first point of contact for public enquiries.

3)
To be responsible for producing agendas, supporting documents and minutes for the 
meetings for which you Clerk
4)
Take appropriate follow-up action from meetings and to action decisions made at the 
meetings on behalf of members when required and to liaise with the Town Clerk 
when necessary
5)
To attend the Full Council meetings and take minutes at these and other meetings 
as required.
6)
To assist the Town Clerk in drawing up Full Council and other committee agendas 
and supporting documents
7)
Clerk meetings of the Town Council in the absence of the Town Clerk and other 
meetings and working groups as required.
8)
To administer the Council’s allotments, including the preparation, issuing and 
termination of tenancy agreements and the collection of payments. To assist with 
regular allotment inspections.
9)
Maintain an up to date knowledge of planning applications and issues and to ensure 
that the planning records are kept up to date and add comments on the portal on 
behalf of the Town Council.
10)
To manage the effective administration of Bovey Tracey Cemetery, including 
processing applications, making appropriate checks and allocating plots whilst 
observing all procedures and regulations necessary to ensure the Council fulfils its 
legal duties and obligations.
Financial Management

1) 
To assist the Town Clerk/RFO to complete the Annual Return for the external auditors and make available all papers for the public as legally required. Publish notices as legally required.

2)
To assist the Town Clerk and Councillors in income generation, fundraising, grant application writing and project management as required.
3)
Undertake banking, BACS payments, refund requests, bank reconcilliation and 
manage the day to day financial arrangements.

Administration Duties

1)
Carry forward projects on behalf of the Town Council, reporting back at regular 
intervals, monitoring progress and taking action where necessary.

2)
In conjunction with the Town Clerk, to propose projects to the Town Council in 
accordance with budget requirements.
3)
Summarise papers for submission to the Town Council, prepare meeting packs and 
present reports for consideration.
4)
Liaise with other organisations and authorities as necessary.
5)
To support the Town Clerk in ensuring best practice is maintained at all times, 
including policy and procedure reviews, monitor compliance with Standing Orders 
and Financial Regulations and to assist with updating policies and procedures as 
and when required.

6)
Update the Town Council’s website and engage in the Town Council’s social media 
requirements.

7)
In conjunction with the Town Clerk, prepare the Town Council’s quarterly newsletter 
and annual report.
8)
Liaise with District and County Councillors as required.  Work with voluntary and 
community organisations.
9)
Provide Administrative Assistance to the Town Clerk as required.
10)
Receive and manage personal information in a confidential manner and in 
accordance with Council policy.

11)
Undertake training as required.

General:

The post holder may be required to perform duties other than those given in the job description for the post. The particular duties and responsibilities attached to the post may vary from time to time without changing the general character of duties or the level of responsibility entailed. Salary: £22,462 - £24,313 pa FTE dependent on experience and qualifications. Hours: Part time (20 hours per week) to include evening meetings and occasional weekend work. Any overtime accrued will be taken as TOIL and managed within the Town Council’s operational requirements.
The postholder will be expected to comply, observe and promote the values and behaviours of the Council in a professional and responsible manner.

