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12th February 2020  
 
Dear Candidate 
 
VACANCY FOR A PROJECT OFFICER  
 
Thank you for your interest in the position of Project Officer for the Town Council.  This is a new 
role which has been created to meet the needs of the ambitious council, which has identified a 
range of outputs and projects that it wishes to be involved in, and which form the basis of an 
emerging Corporate Plan (due to be published in March 2020). The new role is to work both 
operationally and strategically and support the existing members of staff with their ongoing work as 
well as work across committees, supporting councillors develop ideas into projects.   
 
Shepton Mallet is a small, vibrant and community focused market town with a population of 
approximately 11,000.  The Town Council consists of 16 councillors, representing 2 wards, and runs 
a committee system for its decision making. The election in May returned several new councillors 
and the council is now converting its ambitious ideas into reality, over the next four years.  There is 
a strong festival vibe in town, with many annual events supporting the arts, heritage and 
community.  The Town Council also manages the Green Flag award winning Collett Park.   
 
Projects that are emerging from the Corporate Pan include partnership work with other authorities 
to resurface the market place, to improve the signage and public street furniture across the town, 
to investigate the possibility of a community hub in Collett Park, to work in partnership with the 
public library in extending its opening hours and service provision, and to improve the cycle and 
path network in town to ensure connectivity with other places.  The Town Council recently adopted 
the following as its mission statement:   
 

 Shepton is an enterprising market town, rich in history and heritage and has the opportunity 
of a vibrant future.   It is a well-connected, united town where residents, businesses and 
visitors feel welcome. Shepton galvanises the breadth of talent across its community to 
advance the arts and culture, promote health and well-being, maintain its historic and built 
environment, protect and celebrate the natural rural beauty of the town and plan and 
encourage commerce for future investment. 

 
Included at the end of the letter is a recent newspaper article that sums up the town.   
 
The office team is headed by a Town Clerk (full time) and supported by 2 Assistant town Clerk, one 
(part time) looking after the planning function and with responsibility for operational amenities, the 
other (full time) managing the finances and community engagement.  There is also an admin officer 
(part time) and democratic support officer (part time).  Maintenance of the parks and public spaces 

http://www.sheptonmallet-tc.gov.uk/


 

and town centre is outsourced to a contractor.  The office is open over 3 days a week, and there is a 
flexi approach to both working hours and location.   
 
The job role is clearly defined in the attached Job Description.  If you think you are that person and 
fulfil the details of the Person Specification, then we look forward to hearing from you. 
 
If you would like an informal chat in advance of submitting your application form please contact the 
Town Clerk, Charlotte Starkie, on 01749 343984.  Otherwise please submit your completed 
application form and a covering letter by email, marked Confidential, to 
c.starkie@sheptonmallet-tc.gov.uk by noon on Friday 6th March 2020.   
 
Interviews will take place in the offices of Shepton Mallet Town Council in the week of 16th March. 
If you do not receive an invitation to interview, please assume that you have been unsuccessful in 
the process.   
 
In accordance with GDPR the council will hold your personal records in relation to this job 
application only and those who are unsuccessful in the recruitment process will have their details 
destroyed within one month of the closing date.  
 
Yours faithfully 
 
 
 
 
Charlotte Starkie 
Town Clerk   
 
Enclosed: 

 
Job Description 
Person Specification 
Application Form 
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NUB NEWS JANUARY 2020 
 
Shepton Mallet Nub News recently hit 60,000 page views on our site. To mark this occasion, we 
wanted to write an article that celebrated all things Shepton. Shepton Mallet is a town that has, in 
the past, felt a bit down on its luck – but things are changing. 
 
A positive vibe is returning, with more people than ever before coming together to unite the 
community and create social cohesion. The town lies on the route of the Fosse Way, the principal 
Roman road into the South West, and history still sits at the heart of Shepton. There are 218 listed 
buildings in the town including the market cross that dates back to the 1500s and the 10th century 
church. There are a number of fine houses in the older parts of Shepton around Lower Lane and 
Leg Square, as well as the outlying hamlets such as Bowlish and Charlton. 
 
A newer addition to the town is the Rock Flock, the stone sheep on the Cannard’s Grave 
roundabout, and Shepton Mallet retains a strong character as a small market town and place to live. 
 
For many years the town was the centre of production for a number of leading UK brands, all locally 
founded, including fashion house Mulberry, cider maker Brothers, and sparkling wine Babycham. It 
is also known for hosting major events, with the Mid Somerset Show in town, the Bath and West 
Show just outside and, of course, the Glastonbury Festival just down the road in Pilton. 
 
Ask the people of Shepton what the best thing about living there is, and you will get the friendly 
nature of the residents come up more often than not. 
 
Chris Inchley, chairman of Shepton Mallet Town Council, agrees and said: “Recently the town 
council conducted a piece of consultation to help produce a new corporate plan for the council. 
 
“Residents of Shepton stated the reasons why they liked living in the town was it was friendly, 
largely safe and benefited from its sub urban environment with lovely countryside surrounding it that 
was easy to access. 
 
“Collett Park was considered to be a real asset for Shepton with Collett Festival and other events in 
the town being appreciated. 
 
“People commented on the growing positive feeling within Shepton, with initiatives around the art 
scene and Sunday markets. People enjoy the historic nature of Shepton. 
 
“A good number of people are happy with the shopping offer in Shepton with the Townsend retail 
park, the Haskins department store and the ever-improving High Street.” 
The town’s chamber of commerce share those sentiments, and chairman Alan Stone said: “I would 
say the best thing about Shepton is that it is, by and large, a friendly place with many people 
knowing each other and saying hello. 
 
“The atmosphere at the markets and events in the town centre shows this. Groups of people often 
stop and talk and catch up with each other - a strong community atmosphere. 
 
“The growing cafe culture of the town adds to this - as do the many local organisations. 
 
“I particularly like the fact that so many people come in from the surrounding villages. The Snowdrop 
Festival in February will be a good example.” 
 
However, like many market towns, all is not always perfect in Shepton Mallet, with the need for 
better infrastructure being named by residents as something that needs improving. Plus, for such an 
historic town with a jewel like Collett Park at its heart, is does go unappreciated by some. 
 
Alan said: “The biggest challenge is how to help the sceptics start to appreciate the town. 



 

“For its size the town has a huge amount of retail. The town centre, Townsend, Haskins, Kilver 
Street, Fosse Way. 
 
“I think it is correct to say it has a retail square footage exceeding that of Glastonbury, Wells and 
even Frome. 
 
“Yet local residents have a tendency to be blinkered to this. We need to be finding ways of getting a 
positive message out there.” 
 
Chairman Chris says this is something the town council is looking to work on, with a number of 
improvements planned. 
 
He said: “The town council is committed to improving the town centre with money assigned to 
resurface the Market Place and new street signs. 
“The town council is looking at buildings that can offer income and a community space. We are 
looking to improve facilities in Collett Park including new play equipment and the council buildings. 
 
“The newly-elected council is working to produce a plan that builds on townspeople’s aspirations for 
Shepton, we need to respect and improve the things people tell us they like and make changes to 
those things people tell us they would like improved. 
“I am confident that this can be achieved in the coming years and Shepton will receive recognition 
that it is great place to live.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

SHEPTON MALLET TOWN COUNCIL 
Job Description and Person Specification  

PROJECT OFFICER  
 

Salary and grade: SCP 24 to 28 (£27,905 to £31,371) pro rata and subject to experience 
Hours of work: 30 hours per week, occasional evening meetings/weekend work 
Contract:  Permanent 
Reporting to:  Town Clerk  
Location:  Offices of Shepton Mallet Town Council, Somerset 
Staff Responsibilities: None  
 
THE PURPOSE OF THE ROLE 
1. To oversee and undertake the management and implementation of a range of projects, from 

the conception stage through to delivery, in accordance with the new strategic plan and 

committee work of the town council, bringing to life the council’s aspirations. 

2. To seek funding opportunities to support project delivery. 

3. To ensure that appropriate marketing supports all projects 

4. To work with councillors and members of staff to deliver the objectives of the town council, 

through engagement, collaboration and development.  

RESPONSIBILITIES – PROJECT MANAGEMENT  
1. To create a project plan and manage the project delivery cycle, to accurately determine 

objectives, priorities and sequencing 
2. To undertake research and consultations in order to establish local needs and desires, as well 

as collecting evidence to support applications for funding 
3. To initiate and deliver community based projects that will contribute towards a more  

environmentally and socially sustainable community 
4. To lead on projects and to monitor, evaluate and provide timely reports to council, using project 

management techniques 
5. To identify and manage risks and issues in relation to the delivery of projects 
6. To network with community groups and stakeholders to ensure their voices are heard  
7. To commission expertise as necessary, to support the delivery of identified projects  
 
RESPONSIBILITIES – FUNDRAISING  
1. To research funding opportunities for identified projects in consultation with the Town Clerk and 

Assistant Town Clerk (Finance and Community) 
2. To create and submit proposals to trusts and other grant making organisations 
3. To network with stakeholders and partners to facilitate fundraising opportunities  
 
RESPONSIBILITIES – MARKETING AND COMMUNITY ENGAGEMENT  
1. To collaborate with stakeholders and partners to progress the projects  
2. To develop a marketing plan that sits with other marketing of the council, to ensure that all 

project work is captured in the plan and shared with the local community 
3. To engage with residents, businesses and community groups to develop an  

understanding of their needs and aspirations  
4. To facilitate partnership working between the council and community groups. 
OTHER DUTIES  
1. To undertake other such duties as may be reasonably required, commensurate with this post, 

to support the operational needs of the council, including supporting other  
members of staff during holidays and sickness absences 



 

2. To attend evening meetings and maintain a flexible approach to working hours 
3. To carry out all duties in accordance with the Town Council’s adopted policies 
4. To actively support the council’s policies in relation to Dignity at Work, Equal  

Opportunities, Disability Discrimination and the Health and Safety at Work Act 1974 
5. To work as part of a multi-disciplinary team, but to also take responsibility and work on own 

initiative 
6. To work positively with councillors and the staff team in a supportive and courteous manner 
7. To actively and positively contribute to a personal development programme 
8. To provide relevant training on project management to other members of staff 
9. To ensure that the Council’s commitment to reducing its impact on the environment  

is prominent in all project work. 
 

 
This document is subject to regular review to reflect any changing operational needs of the council.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



 

PERSON SPECIFICATION 
PROJECT MANAGER   

SHEPTON MALLET TOWN COUNCIL  
 

 Essential  Desirable  Evidence  

Qualifications     

Educated to degree level or equivalent   ✓ Application Form 

Relevant Local Government qualification or working 
towards one  

 ✓ Application Form 

Qualification in project management  ✓  Application Form 

Knowledge and Skills     

Strong numeracy skills and ability to create reports 
and presentations 

✓  Application Form  

Strong knowledge of project management methods 
and techniques  

✓  Application Form 
and Interview  

Strong written and verbal communication and 
negotiation skills  

✓  Application Form  

Ability to present complex data in a simple manner 
to a wide audience  

✓  Application Form  

Budget management and planning ✓  Application Form  

Ability to work efficiently under pressure  ✓  Application Form 
and interview 

Ability to prioritise workload and deal with 
competing demands  

✓  Application Form 
and interview 

Working knowledge of public realm, the planning 
system and environmental concerns 

✓  Application Form 

Website and social media platform knowledge  ✓ Application Form  

Experience     

Minimum of 3 years’ experience of project 
management in local government or similar 
organisation  

✓  Application Form 
and Interview   

Track record of managing successful projects, 
delivering in line with desired outcomes and agreed 
quality, time and costs 

✓  Application Form 
and Interview   

Proven experience of making fundraising bids for 
capital projects  

 ✓ Application Form 
and Interview   

Proven experience of building and maintaining 
collaborative working with stakeholders  and 
volunteers 

✓  Application Form 
and Interview   

Proven experience of managing a variety of 
communication strands  

✓  Application Form 
and Interview   

Behaviour and Characteristics     

A Can –Do attitude  ✓  Interview  

Organised approach to managing a busy workload  ✓  Interview 

Ability to work flexible hours, including meetings  ✓  Interview 

A team player, service and public orientated, 
innovative, supportive, motivated, and flexible  

✓  Interview 

A full, clean driving licence and with access to own 
transport  

✓  Application Form  

 


