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INTRODUCTION

Thank you for responding to the Council's recent advertisement for this post. We trust that
you will find this Recruitment Information Pack, together with the Job Description and Person
Specification enclosed of assistance in deciding to apply.

The information is arranged as follows:

Role of the Assistant Clerk

Background to the Council, Information
Job Advertisement

Job Description & Person Specification
Key Terms and Conditions of Employment
Application and Selection Process.
Application Form
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If you would like to apply, please complete the application form (CVs alone will not be
acceptable) and submit it by email or print and post by 12 noon on Monday 7t of
September 2026 to the email / postal address at the bottom of this page. All queries should
be directed to the contact details below.

This Recruitment Information Pack will not form part of any subsequent contract of
employment.

If you have any questions on the Recruitment Information Pack or the recruitment and
selection process, require any further information on the Council or the post, or 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, or email
clerk@emersonsgreen-tc.gov.uk.

If as a result of a disability or impairment you would like us to make any special arrangements
concerning the completion of your application, or attending for interview, please let us know.
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Applications must either be sent to joanne@emersonsgreen-tc.qov.uk, or by post or hand delivery,
marked ‘private and confidential to..

Contact: Joanne Bryant, Emersons Green Town Council
198 Westerleigh Road, Emersons Green, Bristol BS16 7AN

Email: joanne@emersonsgreen-tc.qov.uk

Telephone: 0117 302 6989
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THE ROLE OF THE ASSISTANT CLERK TO EMERSONS GREEN TC.
Why Become an Assistant Clerk?

Becoming an Assistant Clerk to a Town Council is a rewarding and varied role, providing an
opportunity to work at the heart of the local community and make a meaningful contribution
to the wellbeing and development of the area. A competent and proactive Assistant Clerk
can play an important part in helping the Council deliver its priorities and ensure that its
work has a positive impact on local residents.

The Assistant Clerk at Emersons Green Town Council will work closely with the Town Clerk,
elected Councillors, colleagues and a small pool of Assistant Clerks, working collaboratively
to provide effective and consistent support across the Council's activities. The Assistant
Clerks will share knowledge, provide mutual support and work flexibly across different areas
of Council business, while also taking responsibility for their own areas of work and
developing specialist knowledge where appropriate.

The role will involve providing professional support and advice across a wide range of
Council matters and helping to ensure that the Council conducts its business effectively,
transparently and in accordance with relevant legislation, policies and good governance
principles. The Assistant Clerk will be expected to provide independent, objective and
professional advice, while supporting Councillors in their roles and helping to translate
Council decisions into effective action.

The Assistant Clerk will be at the heart of the Council's day-to-day activities, contributing to
a diverse and ambitious programme of work that may include governance and
administration, community projects, communications, events, contract management,
procurement and supporting the Council's wider ambitions. The role is therefore both varied
and dynamic, offering the successful candidate an opportunity to develop their skills, work
as part of a supportive professional team and make a tangible difference to the local
community.

What does the Assistant Clerk to the Council do?

The enclosed Job Description sets out the duties and responsibilities of the post in greater
detail. The principal responsibilities can be summarised as follows:

Strategic, Operational and Financial Support

Work alongside and report to the Environmental Services Manager, supporting
the delivery of the Council’s strategic priorities, projects and financial
responsibilities.

Provide support to senior management across a range of Council workstreams,
assisting with the planning, coordination, implementation and monitoring of
projects and initiatives.

Provide additional administrative and operational support to the Council office,



contributing to the smooth, efficient and effective delivery of day-to-day Council
activities.

Provide financial information and administrative support as required, including
preparing reports and information for Committees and contributing to effective
budget monitoring and financial management.

Assist with the maintenance and review of the Council’'s Risk Management
Register, supporting the identification, assessment, monitoring and mitigation of
operational and strategic risks.

Work with the Deputy Clerk to identify, develop and pursue opportunities for
external grant funding and investment, supporting the delivery of Council
priorities and reducing reliance on precept funding where appropriate.

Environmental Services and Open Spaces

Work with the Environmental Services Manager to support the effective
administration and management of the Council’s allotment provision, maintaining
positive and constructive relationships with tenants and plot holders.

Support the Environmental Services Manager and Community Caretaker in the
management, maintenance and development of the Council’s open spaces,
including Common Land, ensuring these assets are appropriately maintained and
managed.

Assist with the administration and monitoring of grounds maintenance contracts,
including liaison with contractors and monitoring service delivery.

Undertake regular inspections of open spaces and other Council-managed
environmental assets, maintaining accurate records and reporting issues or
required works as appropriate.

Support the development and delivery of environmental improvement projects
and initiatives that enhance the Council’s open spaces and local environment.
Liaise with contractors, volunteers, community groups and other stakeholders to
support the effective delivery of environmental and community projects.

Council Administration and Governance

Support the Council in managing its operations efficiently, effectively,
transparently and lawfully, ensuring appropriate procedures, policies and
standards of good governance are maintained.

Work collaboratively with fellow Assistant Clerks, sharing knowledge and
expertise, providing mutual support and contributing to effective resilience,
continuity and appropriate coverage across the Council’s business.
Provide administrative and operational support for Council and community
events, as required.

Maintain and develop professional knowledge and skills through appropriate
training, qualifications and continuing professional development, ensuring
knowledge remains current and relevant to the role.



Skills and Attributes Needed

The successful Assistant Clerk will be a practical, confident and well-organised
individual, with a good degree of common sense and the ability to approach challenges
calmly and constructively. They will be comfortable managing a varied administrative
workload, able to prioritise effectively, think strategically and use initiative when
required. Strong IT skills and the ability to communicate and work positively with a wide
range of people are also essential.

The key skills, experience and attributes required for the role are set out in the Person
Specification within the Recruitment Information Pack. Underpinning all of these
qualities, however, should be a strong sense of public service — a genuine desire to
support the local community, improve the area in which people live and contribute
positively to the Council’s ambitions.

The role would suit someone who is proactive, approachable and solution-focused, who
takes pride in doing things well and is motivated by the opportunity to make a tangible
difference to the community.

ABOUT EMERSONS GREEN

Emersons Green is a growing suburban town on the north-eastern fringe of Bristol,
within South Gloucestershire. Located approximately seven miles north-east of Bristol, it
sits at the junction of the B4465 Westerleigh Road and the A4174, providing strong road
connections to Bristol, the wider South Gloucestershire area and the M4 corridor.

The area is predominantly urban in character but benefits from extensive access to
parks, green spaces and the surrounding countryside. Much of modern Emersons
Green was developed from former agricultural land during the 1990s and early 2000s,
with further significant development continuing into the present day. The area has its
historic roots within the former parish of Mangotsfield and has evolved considerably as
a result of residential and economic growth.

The wider area also has an important industrial and mining heritage. Coal was mined
locally during the 19th century, while a quarry to the south of the area has subsequently
been reactivated, reflecting the area's changing relationship with industry and
development.

A major economic asset is the Bristol and Bath Science Park, located close to the M4
and developed with support from the University of Bristol and the University of the West
of England (UWE Bristol). The £300 million development commenced in 2010 and
officially opened in September 2011. It has developed into an important centre for
science, technology and innovation and is now estimated to support around 6,000 jobs,



contributing significantly to the wider area's economy and employment base.

With continued residential development, expanding employment opportunities and
significant investment in community infrastructure, Emersons Green is an increasingly
important and rapidly evolving part of the South Gloucestershire area.

Getting To Emersons Green:

By Road- Emersons Green has good road links, located just off the M4 motorway at
the junction with the A4174, on the outer fringe of Bristol.

By Rail-There are excellent rail connections to most parts of the UK from the mainline
stations within nearby Bristol, giving good access to central London in around an hour
and a quarter, and with several services each hour.

By Bus & Coach - Emersons Green has the usual bus connections and routes within,
and national coaches can also be accessed from nearby Bristol.

EMERSONS GREEN TOWN COUNCIL

Emersons Green was, until 1927, a hamlet within the civil parish of
Mangotsfield. The parish was renamed Emersons Green Town Council in
2015, following changes to its boundaries which incorporated areas previously
within the civil parishes of Pucklechurch and Westerleigh.

The parish comprises four wards: Badminton, Blackhorse and Pomphrey, each
represented by three Councillors, and Emersons Green, which includes Lyde
Green and is represented by seven Councillors. The parish boundaries have
subsequently been adjusted to incorporate the significant housing
development at Lyde Green, together with the Emersons Green Science Park.

The Council now serves an estimated population of approximately 20,000
residents and is currently represented by 16 Councillors. For 2026/27, the
Council has a budgeted income of approximately £875,785 and expenditure
exceeding £1 million, alongside significant reserves allocated towards planned
projects and future investment.

The Council currently employs 10 staff members, with further planned growth
in its staffing structure over the coming years, including the introduction of an
apprentice. As an ambitious and forward-looking Council, EGTC has an
extensive programme of projects and service development planned, reflecting
the continued growth of the parish and the increasing expectations of its
residents.



EMERSONS GREEN TOWN COUNCIL COMMITTEE STRUCTURE:

EMERSONS GREEN TOWN
COUNCIL MEETING

(All 16 Members Attend)

Flfir;tanceh& Open Spaces Planning Youth & Community Personnel
artnersnip Committee Committee Services Committee Committee
Committee
6 Memb

8 Members 9 Members 8 Members 8 members embers

NOTE:

In addition to this are Working Groups should they be required on an as and when

basis.



EMERSONS GREEN TOWN COUNCIL FUTURE STAFF STRUCTURE:

EMERSONS GREEN

TOWN COUNCIL
MEETING
(All 16 Members
Attend)
CEO
Open Spaces Finance Planning Personnel Youth & Community
Committee Committee Committee Committee Services Committee
9 Members 8 Members 8 Members B Members 6 members
Climate & Nature Working Community Cohesion Youth & Commmunity
Working Group Services Working Group
Town Clerk
Full Time
Deputy Clerk & RFO Environmental Services. Youth (& Community}
Full Time Manager Liaison Officer
Full Time Full Time
Assistant Clerk Administration Assistant Community Caretaker Assistant Clerk Environmental Operative Lead Youth Worker Lead Youth Worker Assistant Clerk
0.5FTE 0.SFTE 0.5FTE 0.5FTE Q5FTE (Driver) 0.5FTE
0.5FTE
Assistant Youth Worker Assistant Youth Worker

0.5FTE 0.5FTE

NOTES:

The staff structure shown above represents the structure the Council is working towards
and is subject to ongoing review and development to ensure it continues to meet the
Council’s needs and ambitions.

+ The Assistant Clerk post for which this Recruitment Pack refers reports to the
Environmental Services Manager.
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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 per 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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JOB DESCRIPTION

Emersons Green Town Council - Assistant Clerk

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)

Contracted Hours: 16-20 hours per week, including meetings

Contracted Days: To be agreed (coverage for some evening meetings may be required).
Responsible to: A member of EGTC SLT

Based at: Emersons Green Town Council Offices, 198 Westerleigh Road,

Emersons Green, Bristol BS16 7AN.

Car user: Casual user only.

Job Description: August 2026

Annual Leave: In accordance with NJC guidance
Politically restricted post: No

Enhanced DBS Check: Yes

Benefits: Local Government Pension Scheme and free parking.

Main purpose of Role

1. To support the delivery of the Council’s strategic objectives, as set out in the Strategic Plan
and as identified by the Town Clerk or another member of the Senior Leadership Team
from time to time.

2. To provide support to other Council officers across their respective workstreams,
contributing to the effective planning, coordination and delivery of Council projects and
activities.

3. To provide effective administrative and operational support to the Council office, helping to
ensure the smooth, efficient and professional delivery of day-to-day Council business.

Duties and Responsibilities

1.1. Provide appropriate information, advice, support and guidance to Councillors and
Council meetings, both formal and informal, as required, ensuring that relevant
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1.2.

1.3.

1.4.

1.5.

1.6.

1.7.

1.8.

matters are progressed effectively.

Develop and maintain positive and constructive working relationships with external
organisations, partners and stakeholders, supporting the delivery of the Council’s
strategic objectives and priorities.

Ensure compliance with relevant financial legislation, regulations, policies and
procedures, supporting the Council in maintaining effective financial governance and
control.

Prepare, collate and provide accurate and timely information, reports and supporting
documentation required for agendas, meetings and the effective consideration of
Council business.

Support the safe, efficient and timely operation of the Council’s offices and services,
promoting best value, good practice and effective use of resources, and reporting any
issues or concerns to the Town Clerk.

Comply with and promote the Council’s health and safety requirements, supporting
staff and Councillors as necessary to maintain a safe working environment.

Identify and pursue opportunities for external funding, as directed by the Town Clerk,
to support the delivery of the Council’s strategic objectives, projects and services.
Undertake other duties and responsibilities relating to Council business, as
reasonably directed by the Town Clerk, consistent with the nature and responsibilities
of the post.

Civic and Community

1.9.

Act as a first point of contact for residents, community groups, organisations and other
stakeholders, responding to enquiries where appropriate, providing information and
signposting to relevant sources of advice and support.

. Receive, record and respond appropriately to complaints and enquiries, escalating

matters where necessary and ensuring that residents are treated professionally,
respectfully and consistently.

. Encourage and support community engagement with the Council, helping residents

and community organisations to understand the Council’s role, services and
opportunities to participate.

General Duties

1.12.

Welcome and assist visitors to the Council Office, including facilitating public rights of
access and inspection of Council documents and records in accordance with relevant
legislation and Council procedures.

. Maintain and update the Council’'s website, ensuring that information is accurate,

current, accessible and published in accordance with statutory requirements and
Council policies.

. Implement and maintain the Council’s agreed systems and procedures for GDPR and

Data Protection compliance, ensuring that personal and confidential information is
handled securely and appropriately.

. Provide appropriate office cover during periods of staff absence, supporting continuity

of service and the effective operation of the Council Office.

. Undertake administrative duties relating to Council and Committee meetings,

including the preparation and collation of agendas, minutes, reports and supporting
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documentation, as directed.

Personal Responsibilities

1.17. Take reasonable care of their own health and safety and that of colleagues,
Councillors, visitors and members of the public who may be affected by their work.

1.18. Comply with the Council’s health and safety policies, procedures and risk controls,
and promptly report any hazards, incidents or concerns to the appropriate officer.

1.19. Bring to the Council’s attention, without delay, any identified risk that cannot be
adequately controlled through existing control measures, and assist in implementing
appropriate action where required.

General Note

This Job Description sets out the principal duties and responsibilities of the post and is intended to
provide a clear understanding of the role for both the post holder and the Council. It is not intended
to be exhaustive, and the post holder may be required to undertake other duties and
responsibilities that are reasonably associated with the role and consistent with the grading and
level of responsibility of the post. The Job Description may also be reviewed and amended from
time to time to reflect the evolving needs, priorities and structure of the Council.
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EMERSONS GREEN TOWN COUNCIL ASSISTANT CLERK- PERSON SPECIFICATION

Experience

Relevant general office management experience

Providing advice and guidance on policy objectives

Contract administration and monitoring.

Open spaces, parks, grounds maintenance or facilities management.
Working with community groups and volunteers.

Customer service and stakeholder engagement.

Health and safety policies and practice

Use of relevant software

Qualifications

Some form of contract management experience preferred
Knowledge of open spaces management useful

Knowledge

Environmental services.

Grounds maintenance contracts.

Health and safety inspections.

Asset management and open spaces.
Understanding of financial resources
Understanding of facilities and council assets
Understanding of local government issues
Sound knowledge of administrative procedures

Skills

Demonstrate a good command of the English language.

Be able to prepare and present reports and information to others in a
clearly and concise and understandable manner.

Ability to speak clearly and effectively.

Interpersonal skills, developing and maintaining positive working
relationships with a wide variety of different groups and

individuals.

Ability to positively develop partnership working.

Ability to monitor performance.

High level of IT skills

Organisation

Achieve strict deadlines.

Prioritise workloads and set personal deadlines.
Exercise judgement confidently.

Plan and work efficiently under pressure.

Investigation

Undertake research effectively.

Assimilate information clearly and quickly.

Act with initiative and imagination when circumstances demand.
The ability to undertake risk assessments and perform all the other
necessary functions on the Council's behalf under Health & Safety
legislation

14



Representation

Represent the Town Council on occasions.

Exercise tact, diplomacy, and discretion.

Deal confidently and sympathetically with Councillors, members of the
public, other staff

Politically impartial, operates with consistency and integrity.

Personal
Qualities

Proactive, enthusiastic.

Innovative

Sensitive to others

Diplomatic

Self-motivated

Self-reliant

Committed to equal opportunities.

Be adaptable and able to respond to changing
demands/circumstances.

Meet new challenges imaginatively.

Be willing to work some unsocial hours (evening meetings w/e events
etc)

The possession of a valid driving licence and the ability to use the
applicant's own vehicle in connection with their employment (rare
occasions), for which reimbursement will be made.

Willingness to travel and attend conferences, external events,
meetings, and training events etc.

Professional commitment to public service delivery and
outcomes for residents

Team Member

Work effectively in a team environment.
Establish and maintain a good working relationship with colleagues

Local
Government
Law and
Procedures

Ideally to possess a knowledge of local government law, procedures,
functions, and structures

Some experience in establishing and maintaining a satisfactory
Standard Operating Procedures

The ability to assist in guiding the Council through a

comprehensive assessment of its risks and to monitor such

risks.

A working knowledge of current IT and computer systems (such as
Microsoft Word, Excel and Teams) and also Financial Management
software would be beneficial.

Be experienced in the application of best value principles and actions.
Full driving licence beneficial but not essential.
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KEY TERMS AND CONDITIONS OF EMPLOYMENT

2. General

2.1.

2.2.

2.3.

24.

2.5.
2.6.

The terms and conditions of employment are partially in accordance with the National
Joint Council Scheme of Conditions of Service and the provisions of the National
Association of Local Councils and the Society of Local Council Clerks Conditions of
Service for Clerks of Local Councils or as amended by the Council.

This Statement outlines the key elements contained within the Contract of
Employment. Please note that this statement is for guidance purposes only and is not
exhaustive or as comprehensive as the main Contract of Employment document
which will form part of the contract with Emersons Green Town Council if appointed.
Your period of continuous service for statutory employment rights dates from your
commencement with Emersons Green Town Council on (TBC)

If you have previous continuous service with an organisation covered by the
Redundancy Payments (Local Government) (Modification) order (which covers local
authorities and related bodies) this will be included in calculating your entittement to a
redundancy payment, sickness allowance and annual leave.

In this case, your date of continuous service is (TBC)

You are employed as the Assistant Clerk and your duties will be as outlined within the
job description for the role. Your duties may be modified from time to time to suit the
needs of the business.

3. Salary

3.1.

4.1.

4.2.

4.3.

5.1.

5.2.

The salary is set as per the NJC (National Joint Council) agreed structure and is
currently set at grade SCP 7-12 inclusive.

Working Week

The normal working week for this post is 16-20 hours per week. Flexible Working is in
operation.

Days of work are Monday to Friday and the office hours are, subject to final
agreement, 08-45 am to 16-45pm, with a lunch break of 30 minutes. In addition, is
attendance at occasional evening or weekend meetings and functions for which time
off in lieu is granted.

Working hours to be agreed upon appointment.

Annual Leave

Your paid leave entitlement is set out in your contract of employment. The basic
entitlement for a full-time employee is 23 days p/a, plus Bank Holidays and 2
additional statutory days, all pro-rata, to be taken over the Christmas period. For
further details please refer to the Council's Annual Leave policy, available via the
Council's website.

Holiday year: 1st April to 31st March
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10.

1.

12.

13.

Pension

6.1. You will automatically be enrolled as a member of the Local Government Pension
Scheme unless you choose to opt out. The rate of contribution for the LGPS, based
on full time pensionable pay is 5.5%.

Probation

7.1. 6-month probationary period which will be reviewed after 6 weeks, 3 months and 5
months & 2 weeks.

Code of Conduct and Staff Handbook

8.1. Emersons Green Town Council will abide by the Code of Conduct, in accordance with
the policies outlined in the Council's proposed Staff Handbook. A copy of the Staff
Handbook will be made available as soon as possible after appointment.

Pay Method

9.1. Salary will be paid on the final Friday of each month, but not later than the 315t of any
month, directly by credit transfer to a bank or building society.

Salary Review

10.1. The salary is subject to any revisions agreed by the NJC nationally, along with any
increment increases which may, or may not be applicable and which are usually
effective from 1 April each year.

Work Location

11.1. Emersons Green TC Council Offices, 198 Westerleigh Road, Emersons Green,
Bristol, BS16 7AN, with rare attendance at other locations as required and when
necessary.

Expenses

12.1. Car mileage allowance is payable in accordance with the casual user provisions in the
Council's policy.

Other Terms

13.1. All staff are required to operate within the Council's code of practice on confidentiality.
13.2. A no smoking policy will be in operation in the Council's buildings and vehicles.
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14.Notice Period

14.1. On successful completion of your probationary period the period of notice that you
must give or receive will be as follows:
* End of Probationary period — One months’ notice
» After probationary period — 2 months’ notice
» After 2 years’ service — 3 months’ notice
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