
 

Recruitment of Assistant Clerk – Emersons Green Town Council 
 

Salary Scale: NJC SCP 7-12 (currently £26,403 to £28,598 p/a inclusive pro-rata). 
(depending on experience and qualifications, pay award pending), 16-20 hours / 

week.  

Plus – Local Government Pension Scheme, and Free Parking. 
 

Emersons Green Town Council is seeking an enthusiastic, pro-active, and community-
focused Assistant Clerk to join its small team. The role will focus primarily on open 
spaces and community activities within a forward-thinking, ambitious local council. 
This part-time position (16–20 hours per week) offers a varied and rewarding opportunity 
to support the management and development of the allotments, open spaces, 
community facilities, and environmental projects. Flexible working arrangements are 
available, with days and times to be agreed. 

Since adopting its current Strategic Plan in 2021, the Council has delivered many of its 
original aims and objectives. To support its ongoing vision for the town, the Council is 
continuing an ambitious programme of growth and will redevelop the plan in 2026 to 
ensure residents and visitors have access to high-quality services, facilities, and green 
spaces. Several exciting projects are planned for the coming years, with a strong focus 
on improving the local environment and supporting community wellbeing. 

The successful candidate will play a key role in supporting the Council's open spaces 
programme and helping to deliver its strategic objectives, with a proven ability to 
multitask in a fast-paced environment. Responsibilities will include the administration 
of grounds maintenance and related service contracts, consulting with contractors and 
community stakeholders, maintaining records and inspections, supporting 
environmental and community initiatives, and assisting with the day-to-day activities of 
the Council. 

The role will involve regular engagement with residents, local organisations, volunteers, 
and service providers. There may also be opportunities to undertake practical outdoor 
work alongside contractors and community groups, including site inspections, minor 



maintenance activities, environmental improvement projects, and supporting 
community events. 

Applicants should be able to demonstrate relevant experience in administration, 
contract management, customer service, facilities or open spaces management, 
environmental services, or related fields. Candidates should be community-minded, 
initiative-taking, organised, and capable of building positive relationships with a wide 
range of people. Good IT, communication, and organisational skills are essential. 

Experience or knowledge of parks, public open spaces, grounds maintenance, 
environmental projects, health and safety, or local government would be advantageous 
but is not essential. Training and professional development opportunities will be 
provided for the right candidate. 

Occasional attendance at evening meetings, community events, and weekend activities 
may be required, for which time off in lieu will be granted. 

Emersons Green Town Council is committed to Equality of Opportunity and actively 
welcomes applications from all sections of the community. 

For an informal discussion, please call Jane Wray, Deputy Clerk, or Paul Kearsley, 
Environmental Services Manager, on 0117 302 6989 between the hours of 9am and 3pm 
weekdays. 

A recruitment pack is available on our website or by request to clerk@emersonsgreen-
tc.gov.uk  

Applications must either be sent to joanne@emersonsgreen-tc.gov.uk, or by post or 
hand delivery, marked ‘private and confidential’ – Joanne Bryant, Town Clerk, Emersons 
Green Town Council, 198 Westerleigh Road, Emersons Green, Bristol BS16 7AN. 

• The closing date for the receipt of applications is 12 Noon on Monday 7th of 
September 2026. 

• Formal interviews are likely to take place in Emersons Green on Friday 11th of 
September 2026. 

• It is hoped the new Assistant Clerk will commence their role around  
Monday 12th of October 2026. 
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