


Tonbridge Town Council 
Recruitment Pack
Town Clerk
Welcome
Thank you for your interest in joining Tonbridge Town Council.
Tonbridge is a vibrant and ambitious community serving approximately 40,000 residents in the heart of Kent. Further information about the town, its history and future aspirations can be found later in this recruitment pack. 
With the new Town Council due to be established in 2027, this is a rare and exciting opportunity to help create and shape a new organisation from the outset. As the Town Council's first senior appointment, the successful candidate will play a pivotal role in designing and embedding the governance, culture, systems and services that will underpin the Town Council's long-term success, helping to create a trusted, effective and community-focused council that will shape local services, represent community aspirations and make a lasting difference to residents for generations to come.
We are seeking an experienced Parish or Town Clerk to become the first Town Clerk and Responsible Financial Officer (RFO). Previous experience of serving as a Parish Clerk or Town Clerk is essential, together with the ability to apply that experience to establishing a new council.
During the initial six-month appointment with Tonbridge and Malling Borough Council, you will report to the Head of Electoral Services and take ownership of the practical preparations for the new Town Council. Working with elected Members and partner officers, you will translate agreed priorities into a clear delivery plan, establish effective governance and financial systems, and prepare for the Council's operational responsibilities. You will be expected to work independently, exercise sound professional judgement and seek specialist advice and escalate risks when needed. Once established, the Town Council will determine its own arrangements for the Clerk to act as its principal adviser and Responsible Financial Officer (RFO).
This is a unique opportunity to help establish a modern Town Council, shape future priorities, lead through change, develop strong partnerships and create a lasting legacy for Tonbridge. We are looking for an experienced and forward-thinking leader who combines strategic vision with practical delivery, inspires confidence, builds strong relationships based on trust and integrity, and shares our commitment to excellent public service.









Local Area Information
Tonbridge
Tonbridge is a market town on the River Medway in Kent, four miles north of Royal Tunbridge Wells and 29 miles south-east of London. Part of Tonbridge and Malling borough, it has an estimated population of around 40,000.
Economy 
Tonbridge has historically had low unemployment compared with Kent overall. Its diverse economy includes major education employers such as Tonbridge School, West Kent College and several secondary schools. The High Street has a strong mix of independent retailers and a growing food-and-drink offer, while business parks and industrial estates support warehousing, trades, leisure facilities and edge-of-town retail.
North Tonbridge
The schools in North Tonbridge include Longmead, Cage Green, Woodlands and St Margaret Clitherow primaries, Ridge View School and Hugh Christie School. Despite being built up, the area retains green spaces including Higham, Trench and Starvecrow woods.
Carroty Wood offers 58 acres of outdoor activities, while Tonbridge Farm Sportsground includes Longmead Stadium, home of Tonbridge Angels FC, plus a skate park and play area. Poult Wood is a highly regarded pay-and-play golf centre. Tonbridge Baptist Church is also an important community resource, reflecting the area’s strong programme of local activities.
Central Tonbridge
Central Tonbridge includes the conservation area, High Street, castle, River Medway, industrial area, Angel Centre and Racecourse Sportsground. Tonbridge Town Lock provides accessible riverside open space. The 11th-century castle, later developed and restored, offers year-round interactive tours; its lawn hosts concerts and events, including the annual Medieval Fair.
Other notable institutions include the 12th-century parish church of St Peter and St Paul and internationally respected Tonbridge School, whose theatre, chapel and sports facilities also serve the wider community. The Racecourse offers pitches, tennis, bowls, play facilities and a ball court, and hosts Tonbridge Junior Football Club. Tonbridge Swimming Pool and the Angel Centre provide extensive swimming, fitness and indoor sports facilities.
South Tonbridge
South Tonbridge covers the mainly residential Judd and Vauxhall wards and includes Tonbridge Station, St Stephen’s Church and several prominent schools, including Weald of Kent, Tonbridge Grammar, Judd, Hayesbrook and Hillview, as well as West Kent College.
Nearby Haysden Country Park covers 64 acres on the Medway floodplain. It offers walking, cycling, play and picnic facilities around Barden Lake, alongside sailing and angling. Volunteers support maintenance and environmental work including tree planting, hedge-laying and coppicing.



Job Description
Job Title
Town Clerk and Responsible Financial Officer (RFO)
Salary: 
Hours: 37 hours per week 
Location: Tonbridge, Kent (Hybrid Working Available)
Contract: Initial 6 month fixed-term contract. The successful candidate will initially be employed by Tonbridge & Malling Borough Council while the new Tonbridge Town Council is being established. From 1 April 2027, when the new Town Council becomes a legal entity, it is anticipated that the remainder of the six-month fixed-term contract will transfer to Tonbridge Town Council.. 
Any subsequent employment with the newly established Town Council will be subject to its decisions and the relevant legal and employment arrangements; no ongoing appointment is guaranteed.
Reports to: Head of Electoral Services during the initial appointment with Tonbridge and Malling Borough Council. Reporting arrangements for any subsequent Town Council appointment will be determined by the Town Council.
Direct Reports: to be confirmed as the role develops 

This is a politically restricted position

Responsible To
The Head of Electoral Services during the initial six-month appointment. Once established, the Town Council will determine its officer accountability and reporting arrangements, including accountability to Full Council for the discharge of the Clerk and Responsible Financial Officer functions.

Responsible For
· Any staff employed by the Town Council as its staffing structure develops, and the effective management of Council services within the agreed scope of the role.
· Council assets and facilities
· Financial management
· Governance and legal compliance


Purpose of the Role
The role is intended to fulfil the Town Council's Proper Officer and Responsible Financial Officer functions once the Council is established and the relevant appointments are made.

During the initial six-month appointment, the principal purpose is to lead the practical establishment work: develop and deliver an agreed mobilisation plan; prepare governance, democratic and financial arrangements; coordinate operational readiness for allotments; and identify decisions, resources and risks requiring action. The wider duties below describe the intended scope of the Town Clerk and RFO role as the Council develops and do not assume that all services or assets will transfer during the initial appointment.

During the establishment phase, the postholder will work within a clearly defined work programme agreed and overseen by the Head of Electoral Services, ensuring that key governance, democratic, financial and operational milestones are delivered in accordance with agreed timescales, priorities and available resources. The postholder will be expected to exercise professional judgement in delivering the programme, while providing regular progress updates, identifying risks and issues, and seeking direction where significant policy or strategic decisions are required.
The postholder is responsible for ensuring the lawful, efficient and effective administration of the Council and for providing professional, objective and strategic advice to Members.
The Town Clerk leads the organisation, manages staff and resources, ensures compliance with statutory obligations and supports the Council in delivering its corporate vision and priorities.
The Town Clerk acts as principal adviser to the Council and is accountable for implementing decisions made by its Members.
This is more than a job; it is an opportunity to help build something new and make a lasting contribution to the future of Tonbridge.


Key Responsibilities
Strategic Leadership
· Lead delivery of an agreed establishment plan and wider work programme approved by the Head of Democratic Services, with clear milestones, responsibilities, dependencies and risk reporting; support the Council in translating its strategic objectives and community priorities into achievable, resourced delivery plans. Support Members in developing policies and long-term plans.
· Provide impartial professional advice to Members.
· Promote continuous improvement and organisational development.
· Develop meaningful performance measures and reporting arrangements.
· Identify funding, grant and income generation opportunities.
Governance and Legal Compliance
· Act as Proper Officer under the Local Government Act 1972.
· Ensure compliance with all relevant legislation and statutory requirements.
· Advise the Council on governance, constitutional matters and decision-making.
· Prepare Standing Orders, Financial Regulations, schemes of delegation and core policies for approval through the appropriate decision-making arrangements; maintain a review programme and ensure officers and Members understand their respective responsibilities.
· Maintain effective risk management arrangements.
· Ensure compliance with:
· Local Government legislation
· Data Protection Act 2018
· UK GDPR
· Freedom of Information Act 2000
· Equality Act 2010
· Health and Safety at Work Act 1974
· Employment legislation
· Public procurement requirements
· Ensure legal notices, returns and statutory publications are completed.
· Maintain custody of the Council's official records, legal documents and common seal, ensuring appropriate governance and record management arrangements are in place.
· Ensure effective information governance, records management, freedom of information compliance and data protection arrangements.

Democratic Services
· Prepare agendas and reports in consultation with Members.
· Attend meetings of:
· Full Council
· Committees
· Sub-committees
· Working Groups (where required)
· Produce accurate minutes and action logs.
· Advise on procedural matters and lawful decision making.
· Support councillor development and induction.
· Support the Council in relation to local elections, councillor vacancies, declarations of interest, member induction and democratic processes.

Responsible Financial Officer Duties
· Lead the Council's financial management arrangements.
· Prepare annual budgets and precept recommendations.
· Monitor income, expenditure and reserves.
· Maintain robust financial controls.
· Ensure all accounting records are accurate and up to date.
· Prepare financial reports for Members.
· Manage payroll, pensions and statutory returns
· Act as the principal liaison with internal and external auditors, lead preparation for audit and ensure implementation of agreed recommendations.
· Maintain and regularly review the Council's Asset Register and ensure appropriate arrangements are in place for asset management and protection.
· Manage the Council's banking, cashflow and investment arrangements in accordance with legislation, Financial Regulations and best practice, including development and review of the Council's Investment Strategy.
· Ensure effective financial risk management.

People Leadership
The Town Clerk will:
· Lead, motivate and develop staff.
· Foster a positive, inclusive and high-performing culture.
· Ensure compliance with employment law and council policies.
· Lead recruitment and workforce planning activities.
· Manage performance, attendance and employee relations matters.
· Support staff wellbeing and development.
· Undertake annual appraisals and development reviews.

Community Leadership and Partnerships

Build strong relationships with:
· Kent County Council
· Borough and District Councils
· Kent Association of Local Councils (KALC)
· Voluntary organisations
· Community groups
· Local businesses
· Residents
· Promote community engagement.
· Support consultation and participation initiatives.
· Represent the Council at external meetings and events.
Assets and Service Management
· During the initial six-month appointment, prioritise  management of existing allotment contract, including records, tenancy administration, budgets, maintenance and risk arrangements. As the Council develops, oversee future services where they fall within its agreed responsibilities.
· Ensure value for money in service delivery.
· Procure and manage contracts effectively.
· Ensure appropriate insurance arrangements are maintained and regularly reviewed to protect the Council's assets, activities and liabilities.
· Lead and coordinate preparations for transfer of allotments, services, staff, contracts or responsibilities into the Town Council. Establish clear transition plans, identify financial and operational implications, obtain specialist advice where required and report readiness and unresolved risks before implementation.
Communications and Transparency
· Lead the Council's communication strategy.
· Maintain an accessible and up-to-date council website.
· Manage media and public relations.
· Support transparency and open government principles.
· Ensure compliance with publication requirements.
· Develop branding.
Professional Development
The postholder will:
· Maintain membership of the Society of Local Council Clerks (SLCC).
· Undertake continuing professional development.
· Hold CiLCA or be willing to achieve it within 24 months if not already qualified.
· Maintain awareness of legislative and sector developments.

Person Specification
Town Clerk & Responsible Financial Officer

	Criteria
	Essential
	Desirable

	Qualifications
	Good standard of education. Commitment to continuing professional development. Willingness to achieve the Certificate in Local Council Administration (CiLCA) within 24 months of appointment if not already held.
	CiLCA qualification already held. Relevant management, governance or finance qualification.

	Leadership & Management
	Previous experience of serving as a Parish Clerk or Town Clerk, with demonstrable responsibility for council administration, advising elected Members and implementing council decisions. Experience leading people, services or projects and motivating and developing others. Ability to work independently, prioritise competing demands and deliver agreed outcomes with appropriate reporting and escalation.
	Experience managing staff within local government or the public sector.

	Governance & Administration
	Practical understanding of parish/town council governance and democratic procedures, including the respective roles of elected Members and officers. Experience preparing agendas, clear reports and accurate minutes; advising Members on procedures; and implementing decisions in accordance with Standing Orders, delegated authority and statutory requirements.
	Experience establishing or reviewing council governance frameworks, Standing Orders, schemes of delegation or committee arrangements.

	Financial Management
	Experience managing budgets, monitoring income and expenditure and presenting financial information clearly. Practical understanding of budget and precept preparation, financial controls, accounting records and audit requirements, sufficient to fulfil the RFO responsibilities and identify when specialist support is needed.
	Experience acting as a Responsible Financial Officer (RFO) or similar role.

	Community & Partnership Working
	Experience building positive relationships with a range of stakeholders and community groups.
	Experience within a community-focused, public sector or not-for-profit environment.

	Knowledge
	Working knowledge of the legislation and procedures relevant to parish/town councils and the responsibilities of the Proper Officer and RFO. Understanding of governance, accountability, financial controls, risk management, data protection, transparency and health and safety, with the ability to apply this knowledge and recognise when specialist advice is required.
	Knowledge of the practical requirements for establishing a new council or transferring local services and assets.

	Skills
	Excellent communication, organisation and ICT skills. Sound judgement and problem-solving ability. Ability to work effectively with elected Members and the public.
	Experience managing websites, social media or council communications.

	Personal Attributes
	Professional, trustworthy, resilient and adaptable. Commitment to public service, inclusion and continuous improvement.
	Existing links or knowledge of the local area and its community.

	Other Requirements
	Ability to attend evening meetings. Ability to travel as required for the role.
	Full UK driving licence.



Special Requirements

Essential
· Ability to fulfil the statutory duties of the Proper Officer and Responsible Financial Officer.
· Commitment to maintaining political neutrality.
· Ability to build effective relationships with Councillors, staff, residents and partner organisations.
· Willingness to undertake Disclosure and Barring Service Check
Desirable
· Membership of the Society of Local Council Clerks (SLCC).
· Experience securing grants, managing community projects or overseeing council assets.
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