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ABERGAVENNY TOWN COUNCIL
CONTRACT OF EMPLOYMENT
This contract of employment (“the contract”) contains the main terms and conditions of your employment with Abergavenny Town Council (“the Council”). It includes all the written particulars required by the Employment Rights Act 1996. 

	THE EMPLOYER::   
	Abergavenny Town Council

	THE EMPLOYEE:

	

	DATE OF ISSUE:
	


1. COMMENCEMENT DATE

1.1 Your employment with Abergavenny Town Council will begin on 1st September 2021 (“The commencement date”).

2. CONTINUOUS SERVICE

2.1 
Subject to 2.2 below, no period of employment before the commencement date counts as part of your period of continuous service. 
2.2
For the purposes of entitlements to annual leave, sick pay arrangements, and maternity arrangements, continuous service includes continuous previous service with any public authority to which the Redundancy Payments (Continuity of Employment in Local Government etc.) (Modification) Order 1999 applies.
3. CONDITIONS OF SERVICE
3.1 
The National Agreement on Pay and Conditions of Service of the National Joint Council (“the NJC”) for Local Government Services (“the Green Book”) applies to your employment save as amended by this contract.
4. PROBATION
4.1
Your appointment is subject to satisfactory completion of a probationary period of 26 weeks. 
5. JOB TITLE
5.1 
You are employed as Principal Officer/Responsible Financial Officer.
6. JOB DUTIES
6.1 
You are expected to perform all duties which may be required of you as set out in the attached job description. 
6.2 
The Council may from time to time wish to amend your job description. You may be required to undertake other duties to meet the requirements of the job.

7. DECLARATION OF OTHER EMPLOYMENT
7.1
You shall not undertake other employment without the Council’s written consent. Such consent shall not be unreasonably withheld.
8. PLACE OF WORK

Working from the Council’s premises
8.1
Your usual place of work is: -

Town Hall, Cross Street, Abergavenny NP7 5HD
9. SALARY


9.1 
Your salary is £ 39,493 per annum being the current salary point 33 within the 33-36 range in scale LC3 as set out in the 2004 National Agreement on Salaries and Conditions of Service of Local Council Clerks in England and Wales.
9.2 
One salary point will be added to your salary, up to a maximum of four points, for success in obtaining or already holding any of the following relevant qualifications: 
· The Certificate in Local Council Administration 
· Certificate of Higher Education in Community Engagement and Governance - Level 1 or equivalent qualification previously awarded by the University of Gloucestershire 
· the Certificate of Higher Education in Community Engagement and Governance or equivalent qualification previously awarded by the University of Gloucestershire
· the Diploma in Higher Education in Community Engagement and Governance or equivalent qualification previously awarded by the University of Gloucestershire
· BA (Hons) Degree in Community Engagement and Governance or equivalent qualification previously awarded by the University of Gloucestershire.
9.3 
Your salary will be paid to you by bank transfer to your bank or Building Society on 15th of each month.

10. EXPENSES


10.1 The Council shall reimburse you at NJC rates in force at the time for mileage incurred in the performance of Council business (“mileage expenses”) provided that mileage expenses have been approved by the Council. 
10.2 The Council shall reimburse you for other expenses which may include overnight accommodation, meals and fares incurred in the performance of Council business (“other expenses”) provided that the other expenses have been receipted and approved by the Council. 
10.3 You will be provided with a copy of the Council’s expenses policy.
11. APPRAISAL
11.1
You will receive an annual appraisal. 
12. HOURS OF WORK
12.1 
You are required to work 37 hours per week which will normally be worked Monday to Thursday 8.30am to 5.00pm and to 4.30pm on Friday with a one-hour lunch break. It is an expressed condition of employment that you will be required to work in the evenings and on weekends in attendance at various Council meetings and functions. Overtime is not payable but corresponding time off in lieu will be taken during the normal office hours as agreed with your designated line manager.
13. ANNUAL LEAVE

13.1
Subject to clause 2.2 of the contract, the calculation of your annual leave commences from the first day of your employment. You are entitled, in addition to the normal bank and public holidays, to 23 working days’ leave in each leave year.
13.2
In addition to normal bank and public holidays, you will be entitled to two extra statutory days.
13.3
Your leave entitlement will increase to 26 working days per year when you have five years’ continuous service immediately prior to the commencement of the leave year. After 10 years’ service you will be entitled to 31 days. (Leave can be aggregated and does not have to be continuous)
13.4
If your employment commenced or terminates part way through the leave year, your leave entitlement will be calculated on a pro rata basis. Deductions from your final salary payment will be made for any leave taken in excess of your entitlement.

13.5
Annual leave must be taken at times agreed with the Council. You may carry forward up to 5 days’ leave into the following leave year, subject to the approval of the Council.
14. SICKNESS ABSENCE 
14.1
If you are absent from work on account of sickness or injury, it is your responsibility to inform the Mayor/Chair of the Council of the reason for your absence as soon as possible, but no later than the end of the working day on which the absence first occurs.

14.2
You will be provided with a copy of the Council’s sickness absence policy.
14.3
The Council shall have the right at any time to require you to submit to examination by an independent medical practitioner selected by the Council, to obtain a confidential report on your condition from such practitioner and to discuss with such practitioner the findings of their examination and their prognosis of your likely recovery and or fitness to resume work and any recommended treatment.  
15. SICK PAY
15.1
Provided that you comply with the Council’s sickness absence policy, you will receive sick pay when you are absent from work because of sickness, as follows:
	during 1st year of service

	· one month’s full pay and (after completing 4 months’ service) 2 months’ half pay 

	during 2nd year of service
	· 2 months’ full pay and 2 months’ half pay

	during 3rd year of service

	· 4 months’ full pay and 4 months’ half pay

	during 4th & 5th - year of service
	· 5 months’ full pay and 5 months’ half pay

	after 5 years’ service
	· 6 months’ full pay and 6 months’ half pay


16. MATERNITY /PATERNITY /ADOPTION LEAVE
16.1
Your entitlement to maternity/paternity/adoption leave is as set out in the relevant legislation.
17. INJURY OR ASSAULT
17.1
In the event of death or permanent disablement arising from a violent or criminal assault suffered in the course of employment then all insurance payments will be made in accordance with paragraph 7 of Part 3 of the Green Book.
18. PENSIONS
18.1
The Council is a member of the Local Government Pension Scheme, which operates a contributory pension scheme which you are automatically enrolled into upon employment. You will be provided with full details of the scheme.
19. NOTICE OF TERMINATION OF EMPLOYMENT
During probationary period

19.1
Either party may terminate the contract by giving one week’s notice in writing. 
After completion of probationary period

19.2
The length of notice which you are obliged to give to the Council to terminate your employment is three months in writing.   
19.3
The length of notice which you are entitled to receive from the Council to terminate your employment is four weeks in writing until you have been continuously employed for four years and thereafter such notice entitlement increases by one week for each year of continuous service until you have completed twelve years of continuous employment after which time you will be entitled to twelve weeks’ notice.
19.4
Within one week of the termination of your employment you are required to surrender to the Council all Council property including computers and other electronic devices and any documents and other materials, including copies that you have been holding on behalf of the Council. You shall irretrievably delete from all your personal electronic devices all property of the Council and shall produce evidence of such as the Council may require. 
20. DISPUTE RESOLUTION
20.1
You have been provided with a copy of the Council’s grievance and disciplinary procedures.
20.2
If you have a grievance arising from your employment, you should raise it with the Chair of the Council/Chair of Policy and Resources Committee. If you are dissatisfied with any disciplinary decision made against you, you should raise it with the Chair of the Council/ Chair of Policy and Resources Committee.    
21. HEALTH AND SAFETY 
21.1
You have a duty to ensure the health and safety of yourself and others. You must also co-operate with the Council so that it can comply with its health and safety obligations.
21.2
You will be given a copy of the Council's Health and Safety Policy. 

22. EQUAL OPPORTUNITY POLICIES
22.1
You must comply with the Council’s Equal Opportunity Policies. You will be given a copy of these Policies. 

23. TRAINING AND DEVELOPMENT
23.1
The Council shall be responsible for the costs associated with any training and development that it considers necessary. This may include the cost of training and development courses or examinations, and payment of mileage expenses and other expenses in accordance with the Council’s expenses policy. Where the Council considers it necessary, it shall give you reasonable paid time off for study. 
23.2
After completion of your probationary period you will be required to enrol for the CiLCA qualification.
24. INDEMNITY
24.1
The Council undertakes to indemnify you against any actions of commission or omission that are authorised by the Council.
	Signed:  
	
	Dated:
	

	Name:
	
	
	


Signed for and on behalf of Abergavenny Town Council
	Signed:  
	
	Dated:
	

	Name:
	
	
	


	ABERGAVENNY TOWN COUNCIL

JOB DESCRIPTION AND EMPLOYEE SPECIFICATION

	Job Title
	PRINCIPAL OFFICER/RESPONSIBLE FINANCIAL OFFICER
	Grade
	LC3 SCP33-36 

	Reporting To
	Mayor/Chair of Abergavenny Town Council 
	Hours
	37 Hours per week (Full-Time)

	
	
	Working Pattern
	Monday to Friday (with regular evening work and occasional weekends) requiring flexibility on the part of the post-holder 


	Purpose of the Role

	The Principal Officer/Responsible Financial Officer will be the Proper Officer of the Council and has a statutory duty to carry out all its functions, in particular to serve or issue all the notifications required by law of a local authority’s Proper Officer. The Principal Officer will be  responsible for ensuring that the instructions of the Council in connection with its function as a local authority are carried out. The Principal Officer will advise the Council on and assist in the formulation of policies to be followed in respect of the Council’s activities. The Principal Officer will provide information required to support the Council in making effective decisions and their constructive implementation. 
The individual appointed will be accountable to the Council for the effective management of its human and physical resources as well as financial resources and will report to the Council on resourcing matters as and when required. On a strategic basis, the Principal Officer will be required to work with partners and the community to help deliver the Town Council’s policies and plans.



	Key Duties and Responsibilities

NOTE: The Principal Officer is accountable for ensuring that all of these duties and responsibilities are fulfilled and will carry them out either personally or through the management and supervision of other employees who have them included in their job description.
1. Governance and Administration
a) To act as the Principal Officer of the Council in ensuring that legal, statutory and other provisions governing or affecting the Town Council are assured.
b) To prepare, in consultation with designated members, agendas for meetings of the Town Council and its Committees and to attend such meetings and arrange for minutes to be prepared for approval. 
c) To receive correspondence and documents on behalf of the Town Council and to deal with correspondence and documents received and bring appropriate matters to the attention of the Town Council.
d) To execute the decisions of the Town Council in the manner deemed to be most effective and appropriate.
e) To monitor the implemented policies of the Town Council to ensure they are achieving the desired outcome and where appropriate to report to the Town Council on any proposed changes that may be considered necessary.
f) To prepare reports, discussion papers or other documents for presentation at meetings of the Town Council and its Committees including the provision of options and choices on policy and service matters.
g) To be responsible for ensuring that all administration arrangements are in place in connection with meetings.
h) To assist the Town Council in the development and updating of key policies and procedures e.g., standing orders.
i) To establish and maintain effective paper and electronic filing systems to record the business of the Town Council in a recoverable format.

j)
To maintain an awareness of all existing and emerging legislation and to keep the Town Council aware of any new obligations to be considered.
2. Strategic Development
a) To advise the Council on the strategic development of its business and implement the Council’s policies and plans and ensure they are reviewed at agreed intervals.
b) To support the Council in ensuring that its statutory obligations relating to the Well-Being of Future Generations (Wales) Act 2015 and the Section 6 Biodiversity duty contained in the Environment (Wales) Act 2016 is achieved, and any relevant changes to statutory obligations.
c)
To oversee the development of any new community facilities and the management of the existing facilities in the town in line with the Town Council’s policies.
c) To develop and sustain new and existing cooperation agreements as necessary to achieve the Council’s corporate goals including the delivery of current and future cooperation agreements.
d) To maximise income from external funding and sponsorship.
e) To develop opportunities in cooperation with the local business community for the promotion of Abergavenny.
f) To represent the Town Council on external bodies as determined by the Council.
3. Financial Governance and Accountability
Under Section 151 of the Local Government Act 1972 fulfil the role of the Town Council’s designated Responsible Financial Officer as follows: -
a) To monitor and effectively manage the Town Council’s finances in accordance with its financial regulations and advise the Town Council on a financial strategy that will meet its finance and policy objectives and ensure that the accounts are maintained in accordance with the requirements of the Accounts and Audit Regulations and the Practitioner’s Guide on Governance and Accountability 2011 (as amended in December 2014). 
b) To administer the payroll including PAYE, NI and pension arrangements and to ensure that expenses (including those claimed by members), petty cash, sickness, annual holiday and TOIL are managed in accordance with Town Council policies.
c) To prepare a detailed annual budget and precept assessment for the Town Council’s approval having ensured that all appropriate Committees have had the opportunity to engage with the process.
d) To prepare forward looking budget assessments in support of the Town Council’s business planning needs.
e) To make appropriate banking arrangements.
f) To maintain the cash book and ensure that all supporting documentation is maintained to provide the required audit trail.
g) To ensure that all payments made to the Town Council are properly recorded and that income is banked on a regular basis.
h) To manage the Town Council’s bank accounts in order to achieve an effective cash flow and to manage the Town Council’s investments in accordance with the approved Investment Strategy.
i) To ensure that the accountancy system is effectively administered and that finances are administered within the approved budget.
j) To supervise the work of staff involved in the operation of the purchase ledger and payments system, sales ledger and cashbook and ensure that bank reconciliations are completed monthly and VAT returns are completed and submitted to HMRC in compliance with established deadlines.
k) To ensure that appropriate arrangements are in place for internal audit and that an engagement letter has been issued to the appointed individual/company.
l) To liaise with the Internal Auditor and External Auditor in relation to the financial affairs of the Town Council.
m) To ensure that schedules for payment are presented to the Town Council or a designated Committee for approval.
n) To provide accurate financial information, reports, advice, monitoring information and forecasts to assist the Town Council in making effective decisions.
o) To administer the Town Council’s loans, leasing and such other capital financing arrangements as may be required.
p) To ensure that the Town Council’s obligations to insure are properly met.
q) As the Town Council’s role develops, to continually appraise financial arrangements and to seek to develop a system whereby financial information can be built into quality performance measures.
4. Information Management and Information Technology
a)
To ensure that the Town Council has appropriate policies in place to satisfy the requirements of the Data Protection Act 2018 and the Freedom of Information Act 2000 and associated requirements of the Information Commissioner.

b)
To ensure that all files and records are maintained in an effective manner and that the Town Council’s policy on retention of documents is fully complied with.

c)
To ensure that effective and efficient arrangements are in place to deal with the security of information and data and that a business recovery plan is in place.

d)
To undertake the lead role in developing and reviewing the Town Council’s IT strategy ensuring that equipment is fit for purpose and that a rolling programme of replacement is in place.

e)
To support the Council in ensuring that digitalisation of systems and processes is effectively coordinated to ensure that maximum benefit from such developments is achieved.
5. Estates and Facilities Management
a)
To have overall responsibility for the management, development and maintenance of any land and buildings that may become part of the Town Council’s estate.

b)
To identify and report to the Town Council opportunities for the purchase or disposal of land and buildings as required.

c)
To liaise with Monmouthshire County Council in relation to opportunities for community asset transfers or devolution of services for consideration by the Town Council.

d)
To be responsible for the management of any land and property interests including the safe custody in a secure and accessible manner all deeds, plans, records and other relevant documents.

e)
To liaise with relevant professionals appointed by the Town Council to support all aspects of estates and facilities management.
6. Communications 
a)
To arrange for the preparation of press releases, media liaison and management of the town council’s website and social media platforms. 

b)
To develop new innovative ways of communicating key messages to stakeholders including active consultation with the community.

c)
To prepare the draft annual report of the Town Council.

d)
To assist the Town Council in developing and monitoring it’s Strategy and Action plan and to oversee its delivery.

e)
Where appropriate, to meet with members of the public and organisations to discuss community issues, answer questions and respond to complaints.

f)
To oversee the implementation of events approved by the Town Council ensuring that they are delivered within budget and within the agreed timescales.

g)
To attend civic events in an official capacity and to act as a representative of the Town Council at external events and meetings as required.

h)
To manage all contracts relating to the activities of the Town Council, including liaison with volunteers engaged with the arrangements.
7. Health and Safety
a) To ensure that the Town Council’s statutory obligations for the effective management of health and safety are met and that the health and safety policy and supporting processes and procedures are reviewed at appropriate intervals.

b)
To ensure that risk assessments are prepared and reviewed in relation to all services, premises and events.

c)
To take care of your own health and safety and ensure through training and guidance that employees are aware of their responsibilities in relation to the roles they perform.
8. Project Management
a) To research projects for consideration by the Town Council, including feasibility, funding, and future management and resourcing and once approved to manage projects ensuring adhesion to project plans, budgets and deliverables.
9. Equality and Diversity
a) To support the Town Council in ensuring that the provisions of the Equality Act 2010 are reflected in all aspects of its work.

b) To ensure that all employees are fully aware of the Town Council’s commitment to and obligations arising from equality legislation.

c) To work with the Town Council to ensure that the requirements of the Welsh Language Act are reflected in all aspects of service delivery and that when published, the standards to be produced by the Welsh Language Commissioner are fully implemented as appropriate.

10. People Management
a)
To lead and manage the employees of the Town Council and nurture and develop the skills and effectiveness of each member of the team.

b)
To lead and co-ordinate the effective management of employees to ensure the efficient delivery of the Town Council’s business and to always ensure compliance with statutory obligations.

c)
To provide suitable training opportunities for all employees in accordance with an annual training plan to be prepared for the approval of the Town Council.

d)
To ensure that all employees are appraised in accordance with the Town Council’s employee appraisal scheme.

e)
To observe all policies and procedures as set out in Standing Orders by the Town Council. 

f)
To review as necessary the staffing structure and resources in line with changes in the Town Council’s plans and business.
11. Personal Development
a) To achieve, within a period determined in consultation with the Town Council, the Certificate in Local Council Administration qualification (This will be funded by the Town Council).

b) To develop professionally by keeping up to date your knowledge, skills and networks to ensure the efficient management of the Town Council’s affairs.

c) To become a member of the Society of Local Council Clerks (Annual fee to be funded by the Town Council).

12. Other
a) To undertake other duties from time to time which are commensurate with the level and grading of the post.
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