NEWBURY TOWN COUNCIL

JOB DESCRIPTION

POST:


Committee Clerk – Maternity Cover 
RESPONSIBLE TO:
Chief Executive Officer
SALARY SCALE: 
SCP 20 -   Pro Rata (20-25 hrs per month)
POST HOLDER:


DATE APPOINTED:

___________________________________________________________________________

Objectives:
The post-holder will be accountable to the Chief Executive Officer and will support the Chief Executive Officer to ensure that Newbury Town Council fulfills its obligations as a statutory consultee on all planning matters within the Town Boundaries. The post-holder will be required to co-ordinate and service the meetings of the Planning and Highways Committee in accordance with the instructions of the Chief Executive Officer and the Council.

Main Duties and Responsibilities:

Planning:

· Receive and collate all planning applications from West Berkshire  Council to the committee members 
· Prepare and publish the agenda for the Committee Meetings in consultation with the committee chair.
· Attend and minute the Planning and Highways Committee (monthly)
· Draft and send responses to all applications to West Berks Council on behalf of the Committee.
· Clerk and working groups and sub-committees of the Planning and Highways Committee.
· Manage the annual budgets of the Planning and Highways Committee and all working groups and sub-committees.
· Liaise with applicants/agents and other interested parties on planning applications and pre-application enquiries.
· Deliver summons and publish meetings, clerk meetings supporting the chair and take and publish minutes in accordance with legislation and Council protocol
· Forward planning consultation responses to the Local Planning Authority within the time requirements
· Liaise with planning officers at West Berkshire Council as required.
Committees’ administration:

· Keep an up to date register of member’s attendances at meetings and record associated apologies.  To receive signed minutes to ensure published on the Council Website, forward to the Berkshire Records Office and make available for internal audit.
· Ensure that necessary papers are available for council meetings, to include but not restricted to the agenda and agenda papers, minutes for signing and notices to be read by the chair
· Support Council Officers responsible for Council meetings, to enable agendas and associated papers to be published in accordance with the regulations, the summons to be issued.
· Ensure that council minutes are published on NTC website within the Council’s 3-day protocol.
· To undertake any other duties commensurate with the role
General
· To give support and guidance to Members and Officers of the Council on matters relating the Planning role of the Council.

· To liaise with members of the public and local organisations in relation to the planning role of the Council.

· This role requires some evening and weekend working.

· Any other duties as required by the council.
Person Specification:
We are looking for someone who is able to work to tight deadlines and assist in the effective organisation of non-standard tasks and events.  This individual will need to have good attention to detail and strong organisational skills. The ideal candidate is able to work independently with a proactive approach to work and is flexible to meet the needs of the council.

	Area
	Essential
	Desirable

	· Educated to Degree level or equivalent
	
	D

	· Project Management Skills
	
	D

	· Experience in Parish Council Planning
	E
	

	· CiLCA Qualification
	E
	

	· Experience Managing a budget
	E
	

	· Experience of Town/Parish Council workings
	E
	

	· Computer Literacy: Proficiency in Microsoft Office
	E
	

	· Line Management Experience
	
	D

	· Very good interpersonal skills and communication skills; in person, verbally and written
	E
	

	· Being able to take on additional tasks or responsibilities beyond the core duties as required by the organisation
	E
	

	· Attention to Detail: Attention to detail is crucial for ensuring accuracy in record keeping and compliance with regulations.
	E
	


Newbury Town Council - General Officer Requirements

The post holder is required to contribute to the achievement of the Council’s objectives through: 

· Customer Service
When working for the Council, all employees are ambassadors of the Council and are expected to be courteous, helpful and professional when dealing with the public, the elected members of the Council and with colleagues.

· Equalities 
Ensuring that all work is completed with a commitment to equality and anti-discriminatory practice, as a minimum to standards required by legislation. 

· Corporate Responsibility
The postholder will be a part of the Council team and will be expected to support the Council’s Strategy and corporate objectives in all aspects of their work.

· Climate Change 
Delivering energy conservation practices in line with the Council’s climate change strategy. 

· Health and Safety 
Ensuring a work environment that protects people’s health and safety and that promotes welfare and which is in accordance with the Council’s Health & Safety policy. 

