Job Description

Date:


August 2026
Designation:

Assistant Parks Officer (full time – 37 hrs/ 5 days a week)
Service:

Leisure Services

Section:

Outdoor Leisure

Grade:

Grade 4/5
Car Allowance:
N/A
Reports to:

Parks Officer
Supervises:

N/A
General Description

Assist the Parks Officer with the implementation and monitoring of the Councils Grounds Maintenance Contract in the South of the Borough and the day-to-day operation and monitoring of the Councils parks, open spaces, sportsgrounds, horticultural features and play areas. The post will also assist in the operation of Tonbridge Cemetery including undertaking internments under the guidance of the Parks Officer. 

Key Functions:

1. Assist the Parks Officer in the day-to-day monitoring of the Grounds Maintenance Contract in the South of the Borough.
2. Assist in the day-to-day operation of Tonbridge Cemetery, including undertaking internments under the guidance of the Parks Officer. 
3. Assist in the inspection and management of the Councils tree stock across the Borough (excluding car parks), with reference to health and safety and in accordance with the Councils Tree Safety Strategy. 
4. Respond to enquiries received from the public and Councillors as requested by the Parks Officer.
5. Assist the Parks Officer in the development and implementation of Capital Plan Schemes and site development projects.
6. Assist the Parks Officer in the day-to-day operation of Tonbridge Sportsgrounds including liaison with the Tonbridge and Malling Leisure Trust and Tonbridge Sports Association.
7. Liaise with the Tonbridge Park Ranger and Assistant Cemetery Registrar, referring matters as necessary to the Parks Officer. 
8. Assist and liaise with Community Liaison Groups, as required by the Parks Officer, including the Woodland Walk Community Group.
9. Attend meetings, as required by the Parks Officer, including contract meetings and team briefings.
10. Provide routine advice on grounds maintenance and children’s play area matters both internally and externally.
11. Assist in the collection and collation of data relevant to revenue and capital estimates as required by the Parks Officer.
12. To carry out these and other duties as may reasonably be required by the Parks Officer.

13. To comply with the duties placed upon employees by TMBC’s Health and Safety Policy and related procedures. To act in accordance with all instruction, information and training required in relation to those duties. 

14. The post holder will be required to carry out their job role and related responsibilities with reasonable care to themselves and other persons that may be affected by their work.

Other factors:

Job descriptions are working documents produced for various purposes and in varying degrees of detail.  They are not, therefore, intended to be definitive statements of the duties of any post, or to specifically exclude any task that the post holder might reasonably be required to undertake.

