








 
 

Appendix 1 
 

Whiteley Town Council 

Community Development Officer job description 
Purpose of the role 
Working as part of a team with the Town Clerk and Accredited Community Safety Officer to engage and build 
relationships with existing and new residents, businesses, schools and community groups to develop and facilitate a 
Community Development Action Plan.  The Plan will facilitate the active involvement of residents in community life and 
promote community cohesion. 
The role will also involve working with statutory provides, developers and local community groups to develop new 
events, community engagement projects and methods of communication. 
A budget of xx will be made available to support new community projects and initiatives agreed by the council. 
 
Key duties and responsibilities 

 Part time flexible 15 hours a week contract salary to be negotiated.  Working from the Town Council’s offices with 
opportunity for hybrid working. Open to job share applicants 

 Development and delivery of a Community Development Action Plan ensuring desired outcomes are achieved 
focusing on what is most needed within the community 

 Plan and manage community projects including budgetary control, value for money, marketing & promotion, and 
overall communication.  

 Work with residents, community groups, businesses, schools and community groups to ensure they have 
opportunities to be involved in decision-making that affects their local community.  

 Promote and set-up of new local community volunteer groups as well as support existing groups to ensure the 
longevity of community projects 

 Develop an e-newsletter to replace but build on the success of the previous hard copy Whiteley Voice 

 Assist with the promotion of digital inclusion and the development of social media to further improve 
communication  

 Provide regular briefing reports to the Town Clerk and Council 

 Assist the Town Clerk in the organisation of existing community events 

 Some evening and weekend working will be required 

Person specification 

 Qualified to NVQ Level 4 and above (degree desirable) would suit graduate.  

 Experience of building effective professional relationships with both internal and external 
organisations/stakeholders – dealing with them at all times in a patient, calm and diplomatic manner. 

 Excellent communicator, both written and verbal. Experience of writing reports. 

 Creative self-starter, resourceful and flexible with the ability to translate ideas into eye-catching content. 

 Experience of usual social media tools and digital marketing. 



 
 

 Enthusiastic, positive, solution focussed with good problem-solving skills. Comfortable with change and always 
looking at how things could be better. 

 Self-motivated and organised to deliver to a high standard with an ability to work to deadlines ensuring all tasks are 
completed within priorities. 

 Experience of working within a business development / external engagement / event coordination / project 
management type role. 

 Awareness and understanding of the local government sector. A passion for working with residents and 
stakeholders in the transformation of their neighbourhoods.  

 Full clean driving licence and/or ability to travel in a timely and efficient manner to visit other sites and external 
meetings, frequently located in areas not covered by public transport.  

 Able to work flexibly as required – may need to work outside of normal working hours including evenings or 
weekends. 

 The post will be subject to a DBS check. 

  



 
 

Notes. 
 
1) Why record officer decisions? 

 
The Local Authorities (Executive Arrangements) (Meetings and Access to Information) (England) Regulations 2012 require local authorities to produce a 
written statement of an executive decision made by an officer as soon as is reasonably practicable after the decision is taken (see Paragraph 13). This 
written statement must include the information requested in the questions of the pro forma on the previous page.  
 
2) What sort of decisions are there? 
 

a) Key decisions. A key decision is defined by Regulation 8 of the Local Authorities (Executive Arrangements) (Access to Information) (England) 
Regulations 2012 as being an executive decision which is likely: 

i. To result in the local authority incurring expenditure, which is or the making of savings which are significant having regard to the local 
authority’s budget for the service or function to which the decision relates; (For Winchester City Council, the financial limit above 
which a decision is regarded as significant is £250,000 per year), or; 

 
ii. To be significant in terms of its effect on communities living or working in an area comprising two or more wards or electoral divisions in 

the area of the local authority. 
 

A decision taker may only make a key decision in accordance with the requirements of the Cabinet Procedure Rules, Access to Information 
Procedure Rules (Part 4) and the Officer Scheme of Delegation (Part 3) of this Constitution. 

 
b) Non-Key Decisions. Officers will usually take non-key executive decisions. A non-key decision is an executive decision that does not meet 

either criterion of a key decision as laid out above. These decisions are divided into significant operational decisions and administrative 
decisions.  

 
1. Significant Operational (Non-Key) Decisions. This is a decision in relation to a Council or executive function which is not a key 

decision and results in one of the following: 

i. Revenue expenditure or making savings (including the receipt or loss of income) between £100,000 and £250,000 per 
year; 

ii. Capital expenditure (i.e. if they involve entering into new commitments and/or making savings) and/or contract awards of 
between £100,000 and £250,000  

iii. When, in the opinion of the Chief Executive, the Section 151 Officer or Monitoring Officer, a published record of the 
decision is required to provide openness and transparency. 

iv. A significant decision should be recorded in order to comply with Regulation 13 (Recording of executive decisions made 
by individuals) of The Local Authorities (Executive Arrangements) (Meetings and Access to Information) (England) 
Regulations 2012 (No. 2089). 

 
2. “Other” Decision. Regulation 7 of the Openness of Local Government Bodies Regulation 2014 requires a written record to be produced 

as soon as reasonably practicable after an officer has made a decision under delegation which a) grants a permission or licence or b) 
affects the rights of an individual. 

 
3. Administrative Decision: (these do not require recording on this form unless one or more of the following applies)  

i. There is a financial implication; 
ii. It is in conflict with the Budget and Policy Framework or other approved policies approved by full Council; and 
iii. It raises new issues of policy. 

 
 
3) Which officer decisions need to be recorded on this form? 
 

Officers need to record: 
1) any key decision, i.e., decisions that have a significant effect on 2 or more divisions, or have a cost/saving of £250,000 or more. 

(see 2A above) 
2) any Significant Operational Decisions. (see 2B (1) above) 
3) “Other” officer decisions  regarding the granting of a permission or licence or that affect the rights of an individual (see 2B (2) above) 
4) Administrative decisions for which there is a financial implication. 

 
4) What are the relevant processes to be followed?  

 For all decisions, the report author needs to complete the Forthcoming Decisions record in Sharepoint. 

Establish which type of decision it is (see 2 A and 2B above.) 
Most officer decisions require to be recorded on this form (see 3 above) Once completed, please ensure that it is reviewed by legal, finance 
and the relevant Director prior to signing. Once approved, the form should be forwarded to Democratic Services for adding to the Council’s 
website where it can be viewed by members of the public on the decisions page (unless it is an Administrative decision).   
 
Public Sector Equality Duty. Contact your Corporate Head of Service should you require any clarification regarding the council’s Public Sector Equality, including 
whether you may need to complete an impact assessment as part of this decision record. 

 




