
SPENNYMOOR TOWN COUNCIL

JOB DESCRIPTION

1. 
POST TITLE



Deputy Town Clerk/ Corporate Services Manager
2.
POST NUMBER

3. 
GRADE

Grade 13 (SCP 36-40)
4. 
LOCATION

Hybrid: a mixture of working at Spennymoor Town Hall, at any council workplace within the Town and from home
5. 
RELEVANT TO THIS POST;

· Car User Status

Casual car user allowance

· Hours of work
 
37 hours to meet the needs of the business

6. 
ORGANISATIONAL RELATIONSHIP 


The post holder will be accountable to the Town Clerk.
7. 
DESCRIPTION OF ROLE

To support the Town Clerk and deputise as directed, including at Council meetings if the Clerk is absent.  
To be responsible for the development and delivery of the Council's corporate services including Democratic Services, HR & OD, Policy, Finance, IT and PR/Marketing/Comms.  
To be a supporting and proactive member of the council's management team, working in genuine collaboration with the Clerk, Grounds & Facilities Manager and Community & Culture Manager. 
To play a lead role with the Modern Ways of Working and Constitution Working Groups.
For the avoidance of doubt, the statutory responsibility for the council’s finance function (the ‘s151 officer’ role) sits with the Town Clerk and not with this role.
8. 
DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST;
· Deputise in the Town Clerks absence. 

· Responsible for the development, monitoring and management of all appropriate procurement and partnership arrangements that support and enhance council’s services. 

· Responsible for the management and monitoring of all relevant budgets that come under the post-holder’s responsibility;
· Responsible for the procurement of goods and services ensuring the council, public and customers receive a value for money service.
· Responsible for the Council’s policy framework, ensuring that Council policies are sufficient, relevant, legally compliant, and reviewed on a regular basis.  This includes leading and supporting the Grounds & Facilities Manager and Community & Culture Manager with policy development in their service areas.
· Responsible for the Council’s communication and marketing activity in conjunction with the Council’s outsourced PR & Comms provider and the wider Senior Management Team

· Responsible for the administration of democratic services including meeting planning and administration, governance checklist, etc

· Responsible for developing and delivering the Council’s Human Resources policies and procedures including recruitment, appraisal, training and development,

· Responsible for the line management of the corporate services team, including the Senior Finance Officer, Executive Support Officer, Finance & Administration Assistant, Customer Service and Business Administration Apprentices
· Promote the Council positively at all times and attend meetings and events representing the Council in a positive and professional way.

· Maintain confidentiality of all Council information, records and financial information and data at all times.

· Undertake other such duties and responsibilities as directed by the Town Clerk and commensurate with the grade.

9. COMMON DUTIES AND RESPONSIBILITIES;  


9.1 
Quality Assurance
To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the services requirements are met and that the highest standards are achieved.

To ensure that data reports are used in decision making processes, and to demonstrate through behaviour and actions a firm commitment to service improvement, data security and confidentiality.


9.2 
Communication
To establish and manage a communication system that ensures the services procedures, policies, strategies plans and objectives are effectively communicated to all relevant stakeholders. 


9.3
 Professional Practice
To ensure that professional practice across the teams are carried out to the highest of standards and developed in line with the services stated objectives of continual improvement in quality of its services to internal and external customers.


9.4
 Health and Safety 
To ensure that the Health and Safety policy, organisational arrangements and procedures as they relate to areas activates and personnel under your control are understood, implemented and monitored.

9.5
 General Management
To provide vision and leadership to individuals and teams, ensuring that effective systems are in place for workload allocation and management, the  application of the authorities and services policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.


9.6 
Financial Management
To set and manage a range of designated budgets ensuring that income and expenditure budgets are monitored and where necessary action plans developed. To investigate and develop invest to save projects and schemes to reduce costs and improve services. To ensure the services achieve value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.


9.7
 Appraisal 
All members of staff will receive an appraisal and it is the responsibility of each member of staff to follow guidance on the appraisal process.


9.8 
Equality and Diversity 
As an organisation we are committed to promoting a just society that gives everyone an equal chance to learn, work and live free from discrimination and prejudice. As a Senior Manager you will be responsible for promoting these values and seeking to remove any barriers to equality of opportunity and to eliminate unfair and unlawful discrimination.


9.9
Confidentiality 
All members of staff are required to undertake that that they will not divulge to anyone personal and or confidential information to which they may have access during the course of their work.

All members of staff must be aware that they have explicit responsibility for the confidentiality and security of information received and imported in the course of work and using council information assets.


9.10 
Induction
The council has in place an induction programme designed to help new employees to become effective in their roles and tom find their way in the organisation.

PERSON SPECIFICATION

	
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESMENT

	Qualifications
	· Certificate in Local Council Administration (CiLCA)*
· A relevant professional qualification at level 4 or above

*exceptional candidates may be appointed without CiLCA and would be expected to complete CiLCA within 6 months of commencing in post


	· A relevant academic qualification at level 5 or above

· A formal project management qualification
	· Application form

· Selection process

· Pre-employment checks



	Experience 
	· A minimum of 3 years working in the local government sector (ideally with direct exposure to democratic services/processes and committee management).  
· Experience of managing staff, including leading, motivating, developing and performance management  
· Experience of managing budgets 
	· Experience of working in one or more of the following disciplines: policy; marketing/copywriting; finance; HR
· Experience of running marketing and promotional campaigns and / or developing materials to promote a strong brand identity  
	· Application form

· Selection process

· Pre-employment checks



	Skills and Knowledge
	· Ability to communicate effectively both verbally and in written form 

· Good political acumen, with a proven ability to work closely with elected Members and other key stakeholders 

· Knowledge of reviewing and producing policy documents
· Ability to work under pressure

· Ability to plan, organise and prioritise work

· Aptitude to problem solving

· Ability to use IT
	· Good working knowledge of local government law and governance

	· Application form

· Selection process

· Pre-employment checks



	Personal Qualities
	· Willingness to work on own or part of as a team

· Pleasant positive and convincing approach when dealing with colleagues and customers

· Flexible approach

· Enthusiastic and self-motivated

· Tactful and discreet

· Hold a full and current valid driving licence

· Willingness and ability to work outside of normal office hours
	
	· Application form

· Selection process

· Pre-employment checks
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