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SHEPTON MALLET TOWN COUNCIL 

Meeting Human Resources Committee Item 2.8 

Date 29th September 2020 

Author  Town Clerk  

Subject  a. Update on change to contracts to existing staff  
b. Consideration to create posts of Communication/ 

Information Officer (full time),  an Environmental Officer 
(part time) and a Grants Officer (part time)  

 

1.0 PURPOSE OF REPORT  

1.1 To inform Councillors of minor changes to the staffing team and the identified 

need to recruit a Communications/Information Officer to the team and the 

desire to recruit an Environmental officer to the team and possibly a Grant 

Officer (part time). 

1.2 If agreed to the above, to consider the budget implications and timetable for 

recruitment.   

2.0 CHANGES TO THE CONTRACT OF RFO AND PROJECT OFFICER  

2.1 The council agreed to the appointment of a Project Officer to assist with the 

delivery of the many projects and objectives, agreed when the council 

adopted a Town Plan.   The Project Officer commenced employment in May 

2020 and huge amounts of work have achieved since then, with many more 

projects emerging that are interwoven in these projects.  Reports have been 

provided to all meetings on the breadth of work undertaken. 

2.2 At the same time the Responsible Financial Officer (RFO) who was employed 

to do the role of Finance as well as Community Engagement and 

Communications requested to concentrate on the finance aspect of the role 

only and so it was agreed that the hours be reduced from five to three days 

per week. This was implemented from July 2020, with a 2-day cost saving 

going forward.  

2.3 The Project Officer was originally engaged on four days a week, but it became 

apparent very quickly that this should be a full time role.  With the two days 

vacated by the finance role, the Town Clerk agreed, on a temporary basis, to 

give an additional one day a week to the Project officer. This was effective 

from July 2020.   The one day that remains offers the council an anticipated 

underspend of approximately £4,800 for the remainder of the current financial 

year.  

2.4 Therefore, councillors are requested to consider if they agree to the role of 

Project Officer becoming full time with immediate effect and on a permanent 

basis.  
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3.0 TO CONSIDER THE NEED FOR A NEW ROLE OF COMMUNICATIONS 

OFFICER  

3.1 This leaves the role of Communication and Community Engagement empty 

and is currently being completed by all staff but without an overall strategy. 

This is not sustainable as it is recognised that this is an essential role, in a 
society that is online 24/7 and where there is an expectation to be 
communicating regularly, especially as the council is now progressing many 
exciting projects that will impact on the residents of and visitors to the town 
and surrounding areas. 

 

3.2  It has become very clear in the last few months as the projects develop, as we 

undertake much more community engagement and as the community moves 

through the various stages of the pandemic and comes to terms with economic 

uncertainty that there is a much greater need to have a strong communicator 

within the staffing team, who is able to relay the many messages from the town 

council to a number of audiences, using a variety of methods and on various 

platforms.  The days of a weekly press release are over, as the local press is 

online, and in constant competition with speedier platforms (social media).  The 

council currently has 3 websites (town council, Collett Festival and Help Shepton) 

and there is a desire to have a fourth website that will fill the gap left behind by 

the Tourist Information Centre (a proposal has been put forward by Cllr Harrison 

but not moved forward as a new website needs to be resourced appropriately). 

3.3 At the same time the council is being approached much more frequently to 

become involved with other service providers and community groups as well as 

arrange its own initiatives.  This is a great position to be in but we need to be able 

to respond to these requests with the right resources.  There is a need for eye 

catching information (as an example the Town Plan has been outsourced to a 

graphic designer for an edit and overhaul prior to printing, as those skills are 

lacking on the staff team) and there is more of a need for a “call to action”, 

whether it be for the public to comment on consultations on planning, devolution 

or highways matters, to give feedback on proposals such as the market place 

resurface or to reach out to different sections of the community.  There is also a 

need for someone to champion the town to others, whether that be to tourists or 

other towns and to manage initiatives like the Innovator Awards, the Civic Awards 

or to apply for awards for the council (in Bloom, the Green Flag Award, Quality 

status etc).  

3.4 Finally, the pandemic has taught us that there are new ways of working and that 

it is not necessary to be sitting in an office to be effective.  In addition, not all work 

needs to be done 9 -5 and in fact there is a need for someone to be reaching out 

to the community outside of standard working hours.  

3.5 Therefore, there is an urgent need to consider introducing an additional role 

within the team that focuses on Communication/Information and Community 

Engagement.  The exact JD has not been completed yet as the Town Clerk is still 
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considering the requirements of the role and benchmarking with other similar 

councils and roles, but the outline of the role is as follows:  

 To introduce an innovative and multi-channelled Communications 

Strategy that is aligned with the Town Plan and supported by the 

appropriate communications policies  

 To undertake all public communications (printed, visual and digital) on 

behalf of the town council to champion its position and outputs which 

includes a weekly article in the local news and other online 

newspapers, Press releases on an adhoc but regular basis, all Social 

media posts and the potential to develop a newsletter or work with 

others to develop newsletters 

 To be responsible for the content on the council’s websites, and to be 

responsible for developing photo and video content  

 To develop a What’s On Guide (both on line and in print form)  

 To work with the Project Officer who is currently working on a tourism 

strategy (and then make recommendations to council as to whether 

this requires further investment) 

 To potentially be located in the library, once the community hub has 

been opened, on a part time basis and act as a public facing 

information officer to both residents and tourists 

 To undertake public consultations, on matters related to planning, 

projects or to receive general feedback on the performance of the 

council 

 To engage with community groups and to establish Friends groups, 

which ultimately lead to people wanting to volunteer to assist the town 

council with some of its objectives: tourism, biodiversity, park 

improvements etc 

 To lead on event management, be that Collett Festival, Remembrance 

Services or public surgeries 

 Be aware of the brand and put in place measures to manage 

reputational risks associated with public relations  

 

3.6 A similar full time role within the council will cost £42,000 per annum, which 

includes all salary costs, pension contributions, training courses and the 

provision of ICT and phone etc. This has not been factored into the annual 

budget but is for consideration by this committee as to whether it is added to 

the overall budget requirements of the council.  

3.7 If the council was keen to more forward sooner with this role, and to start the 

recruitment process in the autumn, it would cost circa £11,500 for the 

remainder of this financial year.  Some of this is already achieved (£4,800) 

with the change to the hours of the RFO and Project Officer and there is likely 

to an overall underspend in the council’s budget this year due to the pandemic 

and therefore is achievable 
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4.0 TO CONSIDERTHE NEED FOR AN OPEN SPACES/ENVIRONMENTAL 

OFFICER 

 

4.1 A number of objectives in the new Town Plan focus on the environment and 

the great outdoors and the introduction of new initiatives to ensure the 

landscape is protected and is more sustainable and welcoming. However, 

none of the current staffing team have any particular skills in this area and it is 

becoming clear that we would benefit from having some expertise on the team 

that can lead on some projects that require a knowledge of environmental 

matters. This is not related to the functions that are carried out by the current 

landscape contractors, but there might be interface between them, in areas of 

identifying work, managing expectations etc,  

4.2 Therefore, there is a proposal for the council to consider the employment of a 

part time environmental assistant (Job Description yet to be defined and title 

yet to be agreed).  The Town Clerk has undertaken some research and the 

following items might be included in the job description: 

 Manage maintenance schemes for the heritage assets (Cenotaph, Market 

Cross and Shambles) and Collett Park  

 Develop and manage the new 10 year Collett Park Management Plan 

through liaison with the contractor and council 

 Implement initiatives in Collett Park that ensure that the council continues 

to be awarded the accolade of Green Flag 

 Work with a wide range partners to create opportunities for the protection 

of the landscape and for planting of more trees, woodlands, wild flower 

meadows and to protect all open spaces (to include other councils, 

charities and trusts, businesses, allotments, retail, youth groups, 

community groups and local landowners) 

 Involve the council in national initiatives such as In Bloom Competition, 

Keep Britain Tidy, Tree Week 

 Work with the Project Officer to assist with technical information on 

projects that require an understanding of land use (water, electricity, 

surfaces, trees, highways etc)  

 Lead the Friends of Collett Park Users Group and implement small 

schemes for the enhancement of the park as well as community 

engagement in these projects 

 

4.3 It is anticipated that this role could be completed in 2 days a week, with an 

annual cost of £15,000.  However, further research would need to be 

undertaken before a JD can be developed.  

 

4.4 For Councillors to consider if they support the future employment (ie after 1st April 

2021) of a part time environmental officer and to include an additional £16,000 in 

the budget. 
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5.0 TO CONSIDER THE NEED TO EMPLOY A PART TIME GRANTS OFFICER  

ON A TEMPORARY CONTRACT 

5.1 There are many foundations, organisations, charities, public bodies, utility 

companies and businesses that offer grants to the local sector in order to further 

local aims and ambitions in relation to play, green spaces, biodiversity, equality, 

disability, tourism, heritage, conservation, disadvantaged society, community 

development etc.  There is often a limited lead time for application and grant 

application is also a specialist skill.   

 

5.2 The Town Plan has identified many new areas for the Town Council to become 

involved in and it is achievable that the council will be able to successfully apply 

for funding to help more these ambitions forward.  There are many pots of money 

that we could be applying for and there are missed opportunities by not having 

the resource to make the applications.   

5.3 Therefore a proposal to consider is the employment of a Grants Officer on a 

temporary contract (maybe one year) to work one day a week. To work closely 

with the Project Officer to identify areas that have the potential for development 

and to identify appropriate sources of funding and to make the relevant 

applications. 

5.4 It is highly likely that the council will be successful with applications and thus the 

cost of this positon will be recovered within a few months. 

5.5 The likely cost of a one day a week role per annum is C£8,500, with an additional 

cost to subscribe to the Grants Funder licenced software. 

5.6 For Councillors to consider if they support the future employment of a Grants 

Officer at a cost of £8,500 and to include an additional £8,500 in the overall 

budget.  

6.0 FINANCIAL IMPLICATIONS 

6.1 To consider the addition of additional staff salaries to the proposed staffing 

budget for 2021/22  of £190,000. 

Post  Total proposed salary costs  

Communications Officer  £42,000 

Environmental Officer  £16,000 

Grants Officer  £8,500 

Remaining Staff Budget for 2021/22 £190,000 

Total £256,500 

 

6.2 This results in an increase against the current year’s budget of £74,481.  The 

dilemma is that the outputs of the Town Plan cannot be achieved without 

some more investment within the staffing team to deliver these outputs.  

Currently the staffing budget represents approximately £31% of the overall 

budget of the town council.  
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7.0 RECOMMENDATIONS 

7.1 For Councillors to consider the Project Officer role being made full time on a 

permanent basis. 

7.2 For Councillors to consider and agree if the committee wishes to employ a 

Communications/Information Officer as a cost of approximately £42,000 per 

annum and to add that sum to the annual budget proposed. 

7.3 For Councillors to consider if they support the future employment (ie after 1st 

April 2021) of a part time environmental officer and to include an additional 

£16,000 in the budget. 

7.4 For Councillors to consider if they support the future employment (ie after 1st 

April 2021) of a part time grants officer and to include an additional £8,500 in 

the budget 

7.5 For Councillors to consider if they wish to engage a 

Communications/Information Officer in advance of the new financial year by 

utilising some underspends in the current budgets (approximately £4,800 in 

the staffing budget and the RFO to identify other savings) and making a 

recommendation to Full Council to vire some funds and employ a 

Communications Officer after the council’s budget setting meeting in 

November 2020.  

7.6 For Councillors to make a recommendation to the Policy and Resources 

Committee for its additional budget requirements for staffing for the new 

financial year.  

 


