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Assistant Town Clerk (Estates), Barnstaple Town Council 
 

Hours:   Full-time (37 hours pw) 

Salary: LC2 points 26 to 31 

£30,984 to £35,336 (with scope for progression with qualifications) 

Closing date:  xx dd xxxxx 

Interviews:  Week beginning  

 

Barnstaple is the large and thriving capital of North Devon, with over 25,000 residents and serving 

a wider population of 130,000.  It is the major retail centre for the area and its heritage and leisure 

offer is a draw for visitors to the beautiful North Devon coast. 

The Council is looking for a new Assistant Town Clerk to 

manage the Estates Team, a strategic thinker with the 

ability to form great relationships and partnerships; an 

excellent communicator, diplomat, persuader and 

negotiator. 

Being responsible for all Town Council Estates activities 

you will need an eye for detail, ensuring that all property, 

assets and related services comply with relevant 

regulation and policy 

You will need to take a proactive role in devising and 

implementing developments of the Town Council Estate, including taking the lead for the 

organisation managing contractors and as a partner with other organisations and/or authorities.  

To be responsible for all Health and Safety matters within Barnstaple Town Council, including 

carrying out risk assessments and inspections and to act as the Councils “Competent Person” 

advising staff and stakeholders. 

You will work alongside the Assistant Town Clerk (Community) and may be required to deputise for 

the Town Clerk in his absence including day-to-day supervision of staff, provision of advice and 

guidance to staff and councillors, correspondence and decision-making as necessary.  You will be 

responsible for the Town Council Environment Committee and the Rock Park Trust Committee. 

Our ideal candidate will possess a strong academic background, significant experience in 

community development, project delivery, a knowledge of local government structure and functions, 

experience of working in a committee-based organisation, and the flexibility to work during evenings 

and weekends. 

In return we can offer a competitive salary, Local Government Pension Scheme, flexible working 

hours, and a life in the beautiful surroundings of North Devon. 

For more information and an informal discussion, contact Rob Ward, Town Clerk on 01271 

373311 or email townclerk@barnstapletowncouncil.gov.uk 

  

mailto:townclerk@barnstapletowncouncil.gov.uk
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Barnstaple Today 
Barnstaple is a large and thriving market town, the ‘capital’ of North Devon. 

Like all towns, Barnstaple has been impacted by the 

Covid-19 pandemic but is now recovering well and 

there are some exciting projects underway.  

The District Council has been awarded £6.5M 

through the Future High Streets Fund which is 

bringing great redevelopment opportunities for the 

Town and the Town Council is involved in some of 

the implementation of this at the Guildhall. 

The town has a population of just over 25,000, but 

this figure doubles when the immediate surrounding 

parishes are included.  In fact, it serves 130,000 

people across the nearby area.  Barnstaple is fast expanding too, with new housing developments 

expected to add 8,000 to the population over the next 15-20 years. 

As the main town in North Devon, Barnstaple has much to offer residents, visitors, and workers: 

• A large town centre, spanning both sides of the River Taw and featuring a wide selection of 

major national retailers and independent shops.  See www.barnstaple.co.uk for more 

information about what’s on offer. 

• A wonderful heritage offering many historic 

buildings, including Barnstaple Guildhall, the 

Pannier Market, St Anne’s Arts & Community 

Centre (once a medieval chantry chapel), 

Penrose and Pilton Almshouses, North Devon 

Athenaeum, the Museum, the Albert Clock, 

Queen Anne’s Walk, and the towns churches.  

The town also hosts a range of annual events 

steeped in history, including Barnstaple Fair, 

Barnstaple Carnival, and Pilton Green Man Day.  

• Culture galore, with the region’s major 

theatre, the Museum of Barnstaple & North 

Devon, a multi-screen cinema, art galleries, arts 

and cultural events at the Guildhall, St Anne’s Arts 

& Community Centre and elsewhere, and regular 

live music and cultural events at small and 

medium sized venues right across the town.  

• A strong educational offer, with 13 schools including two secondaries.  The further and higher 

education college, Petroc, is one of the leading colleges in the South West. Sports for all with 

new Tarka Leisure Centre, successful football and rugby teams, water sports on the River 

Taw, Parkrun, gyms, and a diverse range of sports clubs. 

http://www.barnstaple.co.uk/
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• Leisure activities to suit all tastes, including a wide range 

of cafés and restaurants, 17 parks and play areas, 

riverside walks on the Tarka Trail, town tours, pubs and 

clubs and ten pin bowling.  

• A strong local economy supporting 40,000 jobs, with 

major employers in the retail, tourism, manufacturing, 

advanced scientific, and health and education sectors.  

Unemployment is lower than the national average. 

• Nearby, some of the UK’s most beautiful coastline and 

major tourist destinations, such as Ilfracombe, 

Woolacombe, Combe Martin, Lynton, Lynmouth, 

Croyde, Braunton, Saunton and Westward Ho! 

• Good supporting infrastructure, including North Devon District Hospital and community health 

services, a railway station, road links to the M5, Exeter and Plymouth, and a bus station. 
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About Barnstaple Town Council 
 

Mayor and Chairman: Cllr Mr Alan Rennles Town Clerk: Mr Rob Ward  

Deputy Mayor: Cllr Louisa York    

 

24 Town Councillors are elected, and twenty paid officers are employed to guide and support the 

delivery of these activities:   

• Environment – In 2021 we brought the maintenance 

of public highway verges and Rock Park in house 

developing a new team of Town Rangers.  This 

team works across the town to help provide a safe 

clean environment and manage allotment sites and 

some footpaths, promote health and wellbeing, and 

organise events and activities.  

• Heritage, Culture and Community – we deliver 

cultural and heritage events/activities at The 

Guildhall, St Anne’s Arts & Community Centre (under a partnership agreement with The 

Plough Arts Centre Ltd), and elsewhere in the town, including heritage tours.  We also offer 

The Guildhall for hire as a wedding venue, and we maintain the Albert Clock.  

• Civic and Ceremonial – We elect and support the offices 

of Town Mayor and Deputy Mayor and organise key civic and 

ceremonial events.  

• Planning – we are a statutory consultee on planning 

matters.  

• Rock Park – we manage the park through the Rock Park 

Trust.   

• Hire/Lease of Facilities – we have conference, meeting 

and events venues at the Castle Centre, St John’s Community 

Centre and Guildhall, which are available for private hire.  We 

also offer long leases at Council-owned properties, for office, 

retail and community uses.  

• Community Representation – we provide a strong voice in representing the community to 

other local and national public sector bodies.  

For more information and resources, please visit https://barnstapletowncouncil.gov.uk/ which 

provides details of all of our services and facilities, along with information about Town Councillors, 

Council committees, meetings, agendas, minutes, corporate policies, contact information and 

Council news.   

  

 
 

https://barnstapletowncouncil.gov.uk/
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Useful Web Links 
 

• Barnstaple Town Council Website - https://barnstapletowncouncil.gov.uk/ 

• Barnstaple Town Council on Facebook - https://www.facebook.com/barumtc/ 

• Devon County Council - https://devon.gov.uk/ 

• North Devon Council - https://www.northdevon.gov.uk/ 

• Town Centre Management – https://www.facebook.com/barnstapleitsamust/ 

• Barnstaple  Chamber of Commerce - http://barnstaplechamber.co.uk/ 

• North Devon Gazette - http://www.northdevongazette.co.uk/home 

• North Devon Journal - https://www.devonlive.com/news/ 

http://www.barnstapletowncouncil.co.uk/
https://barnstapletowncouncil.gov.uk/
https://www.facebook.com/barumtc/
https://new.devon.gov.uk/
https://www.northdevon.gov.uk/
http://www.barnstaple.co.uk/
http://barnstaplechamber.co.uk/
http://www.northdevongazette.co.uk/home
https://www.devonlive.com/news/
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Town Council Budget Summary 
 

 

Committee 
18-19 
Actual 

19-20 
Actual 

20-21 
Actual 

21-22  2022-23  

Anticip-
ated 

Budget Reserve Budget Reserve 

Finance 585,678 580,985 690,509  804,615  802,937  113,200  964,892  126,950  

Buildings  9,311 3,500   20,000  80,000  30,000  100,000  

Heritage 30,448 19,324 19,990 19,633  29,027  21,800  29,245  34,300  

Planning       15,000    15,000  

Environment 43,124 44,860 29,092 39,787  73,200  40,400  68,050  37,100  

Staff 12,359 7,743 7,466 13,059  13,200  6,000  14,200  16,000  

Total 680,920 656,412 747,056 877,094 938,364  276,400  1,106,387  329,350  
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Barnstaple Town Council 

ASSISTANT TOWN CLERK (ESTATES) 

Job Description 

Overall Purpose of the Job: 

To be responsible for all Town Council Estates activities ensuring that all property, assets and 
related services comply with relevant regulation and policy 

To take a proactive role in devising and implementing developments of the Town Council Estates, 
including taking the lead for the organisation managing contractors and as a partner with other 
organisations and/or authorities.  

To be responsible for all Health and Safety matters within Barnstaple Town Council, including 
carrying out risk assessments and inspections and to act as the Councils “Competent Person” 
advising staff and stakeholders. 

Responsible to:   Town Clerk 

Responsible for: Direct report from the Estates Team Leader and overall responsibility for the 
Estates Team. 

Main Contacts:    Town Council elected members, staff, contractors, members of the public, 
equipment suppliers, representatives of Devon County & North Devon 
Councils. 

Hours of work: 37 hours per week 

Salary Grade: LC2 points 26 to 31 
   £30,984 to £35,336 (with scope for progression with qualifications) 

Main Duties: 

1. To lead on all Town Council Estates activities, responsible for the overall care of all Council 
Property overseeing the security, preparation and implementation of internal & external 
maintenance plans, cleaning regimes, and regular review of assets registers for each property. 

2. To be responsible for all Health and Safety matters within Barnstaple Town Council, including 
carrying out risk assessments and inspections and to act as the Town Council’s “Competent 
Person” advising staff and stakeholders. 

3. To ensure the provision of "out of hours" emergency cover for all Town Council sites and 
activities is maintained. 

4. To deputise for the Town Clerk in his/her absence, including day-to-day supervision of staff, 
provision of advice and guidance to staff and councillors, correspondence and decision-making 
as necessary. 

5. To prepare agendas, minutes and supporting papers for Committee and Sub-Committee 
meetings.  

6. To provide advice and support to elected Members and Committees of the Council, to ensure 
that all decisions made by the Council are lawful and are undertaken in accordance with local 
government legislation. 

7. To take responsibility for the development and delivery of projects and corporate policies. 

8. To manage the Estates related budget and ensure good value for money and ensure that all 
expenditure complies with Town Council Financial Regulations. 
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9. To assist the Town Clerk and Finance Officer with setting and preparation of the annual budget 
for Council’s consideration.  

10. To assist with and complete grant applications to secure external funding when necessary. 

11. To be responsible for teamwork with partners such as Devon County Council, Town Centre 
Management, North Devon Council and Barnstaple in Bloom, in maintaining public realm 
assets including planted areas, floral displays and other appropriate areas within the town.   

12. To seek appropriate professional support and advice in order to best develop and maintain 
Town Council properties and assets. 

13. To oversee Contracted works, ensuring contract compliance and addressing any arising 
concerns 

14. To act as the Council’s representative at such meetings and on such bodies as required by the 
Town Clerk.  

15. To attend conferences, seminars, workshops and training on behalf of the Town Council.  

16. To assist the Town Clerk with developing and implementing the Council’s Corporate Plan, and 
to actively promote and support the activities and objectives of the plan and more widely, of 
the Council.  

17. To carry out for all direct line reports and to actively engage with, regular evidenced supervision 
and annual appraisal. 

18. To provide Estates team support in the preparation of civic and other events including Mayor 
Making, Remembrance Sunday, Fair Opening and such others as may be required.  

19. Such other duties as required, commensurate with the overall level of responsibility for this 
role.  

 

This Job Description is not exhaustive and may be subject to review as the Council directs. 
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Barnstaple Town Council 
 

ASSISTANT TOWN CLERK 

Person Specification 

SKILLS ESSENTIAL DESIRABLE 

Key Skills & 
Knowledge 

• Excellent communication skills 
at all levels 

• Excellent organisational skills 

• Good level of numeracy and 
literacy 

• Undertake research effectively 

• Ability to prioritise and meet 
deadlines 

• Exercise tact, diplomacy and 
discretion 

• Microsoft Office (Word, Outlook, 
Excel) 

• Full driving licence 

• Previous experience in public 
service especially local 
government 

• Good knowledge of local 
government and in particular the 
legislation and procedures 
relating to town and parish 
councils and/or other public 
sector organisations. 

• Representing an organisation at 
meetings. 

Experience • Experience of working in a 
similar role 

• Project management experience 

• Experience of working with the 
public 

• Health and safety legislation, 
policies and practice 

• Previous supervisory experience 

• Use of social media in a work 
capacity 

• Experience and knowledge of 
procurement processes and 
legislation. 

Education • GCSE English/Maths at grade C 
or above or equivalent relevant 
experience  

• ILCA or CilCA qualified or 
prepared to undertake the 
qualification. 

• NEBOSH qualified or equivalent 
or prepared to undertake 
qualification. 

• Higher level qualification in a 
related area of work. 

Personal 
Attributes 

• Flexible and adaptable attitude 
to work 

• Professional but friendly 
approach 

• Able to work as part of a team  

• Able to remain calm and 
courteous under pressure 

• Proven ability to operate in a 
political environment. 

• Able to relate to all sectors of the 
community. 

• Committed to continuing 
professional development. 
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Barnstaple Town Council 

Barum House 

The Square 

Barnstaple 

EX32 8LS 

 

Tel 01271 373311 

Email: townclerk@barnstapletowncouncil.gov.uk 

 


