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Job Description
Job Title
Market Town Co-ordinator (part-time contract for 2 years) x 3 posts

Closing date for receipt of applications
Midday on Monday 25 January 2010
Interview date
Thursday 4 February 2010

Contents 
· Applications/Interviews
· The Remuneration Package
· Key Tasks
· Experience and Skills Required 
· Additional Work Related Requirements
· Additional Benefits 
Application / Interviews

· To apply, please refer to our website, www.southoxon.gov.uk > jobs and careers > council vacancies.  Applications must be made online or by application form and returned via email to recruitment@southoxon.gov.uk by midday on Monday 25 January 2010.
· Interview date will be Thursday 4 February 2010
· For an informal discussion regarding this vacancy please call Suzanne Malcolm on 01491 823126 
· For enquiries regarding the recruitment process please phone Mark Gibbons on 01491 823412 (no recruitment agencies – thank you).

The Remuneration Package

	· Post: 



	Market Town co-ordinator, part time 18.5 hours per week.  Three roles, based in either Henley-on-Thames, Wallingford or Thame.  The council operates an annualised hours scheme and the hours worked can be flexible to fit in with the work-life balance of the job holder (in accordance with the council’s guidelines on annualised hours working).


	· Duration 
	Fixed term contract for 2 years 


	· Reports to:


	Economic Development Manager

	· Grade and salary:



	To be finalised.  Provisionally, South Oxfordshire district council Grade 4, £10,599 - £12,547 per annum for an 18.5 hour week (full time equivalent salary of £21,198 - £25,094)
Commencing salary will take into account qualifications and experience.



	· Location:
	The post holders will join the Economic Development team based at the council offices in Crowmarsh Gifford.  However, it is expected that 90% of their working time will be spent in the allocated market town, with the remaining 10% at the council offices.  ‘Hot desks’ will be available in each town and suitable remote technology provided. 


	· Annual Leave:
	22 working days in a full leave year pro rata according to the days worked.  In addition to annual leave, the days between Christmas and New Year will also be taken off as statutory days.


	· Pension:

	Generous Local Government Pension Scheme.



Key Tasks

Background: 
The Market Town co-ordinators will join the council’s economic development team.  The priorities of this team are to: 

· build partnerships and deliver initiatives in the market towns, including the development of strategic sites 

· promote business growth and the creation of new jobs

· support economic development in the rural areas

· manage the Council’s assets effectively and review strategic property opportunities.
Job Purpose:
The post holders will assist the Economic Development Manager and Economic Development Officer in delivering the council’s market town action plans for Henley, Thame and Wallingford and to support the vibrancy of the towns.  This involves working with various teams in the council and with external public and private sector organisations. 
Major Responsibilities:
· deliver the market town action plans on the ground in each market town

· prepare, deliver and monitor a business plan with key stakeholders and local businesses to attract investment and trade to the towns and secure private and public sector resources to achieve the agreed business plan

· organise a number of events and professional marketing initiatives in order to increase the footfall and retail sales in the towns
· implement ‘distinctiveness plans’ (specifying the unique selling points of each town) and role out branding for the towns 
· promote the town widely to residents and visitors
· maximise the visitor economy and promote the destination through www.visitsouthoxfordshire.co.uk
· ensure that the first impressions of the towns are positive and information is adequately available in terms of parking, navigation and access to the town
· implement or ensure the implementation of any successful South-East England Development Agency (SEEDA) bid

· build relationships between retailers and the town partnerships

· deliver best practice from Oxfordshire Town Chambers Network (OTCN), Association of Town Centre Managers (ATCM) and Action for Market Towns (AMT)
· develop opportunities for the town to learn from other areas or work with other market towns in South Oxfordshire where there are commonalities
· participate in partnership meetings

· identify funding opportunities for the towns and assist others to access funding for projects that bring people into the town centre

· promote the benefits of the town partnership to local businesses and residents.
· Other duties

Any other duties which may be assigned to the job holder from time to time

Experience and Skills Required
	
	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA
	HOW IDENTIFIED

	Qualifications
	· ‘A’ level education or equivalent experience essential

· business and/or retail, marketing qualification
	· qualification relevant to economic development/tourism/town centre management
	Application form and production of certificates 

	Additional Knowledge and Skills
	· effective organisational skills

· comfortable with negotiating and influencing others
	· knowledge and understanding of local government and its services
	Application form and interview.



	Experience
	· experience in economic development, tourism or town centre management 

· understanding of partnership working
· experience of using Microsoft Word, Excel, emails and the internet
	· familiarity with database management and with GroupWise
· familiarity with web updating systems
· familiarity with remote and mobile working practices

· experience of project and financial management
· experience of promotional activities, event management and publicity
	Application form and interview.



	Personal Qualities
	· able to manage own workload, be self-motivated and proactive

· to achieve targets and to respond flexibly to changing needs and demands

· able to communicate effectively in oral and written forms to a wide variety of audiences 

· ability to quickly gasp issues and requirements and hit the ground running

· ability to represent the council within partnerships

· ability to work as an individual and as a member of a team

· commitment to valuing diversity and equality, respecting customers and colleagues in all relationships and service delivery
	
	Application form and interview.




Additional Work related requirements  

· Full driving licence and use of a car insured for business use essential
· Ability and willingness to attend meetings out of office hours essential 

· Knowledge and understanding of health and safety issues, both in respect of lone working and in terms of delivering events and projects preferred 
Additional Benefits

There are many benefits of being employed by South Oxfordshire.  The council is committed to supporting and developing staff to achieve their full potential, and to help it to achieve its goals.  The council offers: 

Leave 

· Normal full time annual leave allowance is 22 working days in a full leave year.  In addition to annual leave, 3 days leave will be applied as extra statutory days between Christmas and New Year, when the offices are closed.

· Unpaid leave can be granted for career breaks, term time working, sabbaticals and study leave at the discretion of the Head of Service. These arrangements are to be agreed between the employee and Line Manager/Head of Service, in accordance with the council’s guidelines.

· The council is committed to family friendly working and has a generous scheme for maternity, paternity, adoption and parental leave.   

· Subject to consideration and agreement by the line manager changes to working patterns either on a regular or irregular basis can take place.  

Learning & Development 
· The council is an ‘Investor in People’, actively promoting learning and development of staff in support of its strategic objectives.  

· A corporate training programme provides opportunities for all staff to improve their knowledge and skills, and increase their awareness at work.  Courses include a corporate induction, project management, time management, appraisal skills, diversity, fire safety and manual handling.  

· Professional training is supported within each service.   Additional opportunities are available by application for the council to fund professional management qualifications on an annual basis.

· An Individual Development Plan (IDP) is created for each employee that identifies any learning and development needs.  This is reviewed on an annual basis.

· Learning and development for employees links to the success of the council and our ability to achieve our strategic objectives.  We recognise different learning styles and provide a comprehensive and supportive programme to develop our staff.

Employee Assistance Programme 

The Council provides an Employee Assistance Programme.  The services are free to staff and their immediate family (who live at employees address) through a website and freephone confidential telephone line which is available 24 hours a day, 365 days per year.

The key elements of the programme are:

· Advice and support for major life events
· telephone counselling service
· online information and support
· legal, financial, consumer and personal advice
Health Scheme

The council has a Group Health Scheme which staff can join.  Subject to the chosen contribution level, staff can claim up to a set amount of tax free cash benefits each year whether they receive treatment on the national health service or privately. Dependent children under the age of 18 years living with staff are covered free of charge.

Childcare Voucher Scheme

The council in conjunction with SODHEXO, facilitates a Childcare Voucher Scheme, where employees are able to purchase vouchers, which can then be used as payment for their childcare provision.  Most forms of childcare provision are covered by such schemes.

Through taking salary in the form of vouchers, employees can save on national insurance and tax and thereby reduce the cost of childcare.  Parents can only join voucher schemes through participating employers.

Well-being Initiatives 

· ‘Stress Busting’ Massage – for 1 day a month a qualified masseur is on site to provide; relaxing massages, remedial neck massage, neck, back and shoulder massage, full body massage, Indian Head Massage – within this scope treatment for injuries is also given e.g. R.S.I.
· Reflexology - Reflexology is a complimentary therapy performed on the feet.  The aim of reflexology is to create a state of balance and harmony and to stimulate the body’s own potential to heal itself.  

· Benenden Healthcare Society – this Society has over a million members and its many advantages are listed below.  This scheme is only available to company ‘group’ membership, although ‘leavers’ can continue in the scheme.  It runs parallel with the Health Scheme, as it caters for different health care issues. For a weekly contribution you will benefit from:

· In-patient medical treatment and surgery in Benenden’s own hospital

· A Diagnostic Consultation Service, covering an initial consultation and follow up and tests for up to the value of £1000
· Support for members diagnosed with cancer

· A Health Concern Advice Line

· Flu  Vaccination is offered each year and is funded by the council
· Health Risk Assessments – these have been carried out every two/three years by an external organisation on site.  Assessments carried out include:Osteoporosis Fracture Risk, Cardiovascular Assessment, Cholesterol & Glucose Profiles, P.S.A test.
· Eye Tests – the Council funds eye tests and contributes £87.61 towards the cost of glasses / contact lenses for those requiring them for VDU use.
· NEXUS Leisure Centres – all staff receive a discounted membership at any of the NEXUS Leisure Centres in the South Oxfordshire District.
Pool Bike Scheme – as part of Sustainable Development Initiatives the pool bike scheme is aimed at reducing car usage and encouraging a healthy, efficient alternative for short journeys.  Bicycles are available for use by staff for site visits, short business trips or for journeys into Wallingford and the surrounding areas during lunch breaks 

Pension Scheme 

The Local Government Pension Scheme (LGPS) is a statutory, funded pension scheme.  As such it is very secure because its benefits are defined and guaranteed in law.  Highlights of the benefits provided by the LGPS are:

· the ability to convert part of an annual pension into a tax free lump sum on retirement
· a guaranteed pension based on final pay

· the ability to increase pension benefits by paying extra contributions

· a death in service lump sum of three times final pay.

· the index-linking of benefits to ensure that they keep pace with inflation

Other Benefits  
Other benefits of working for the Council include twice yearly performance appraisals; family friendly policies and flexible working practices; on-site staff restaurant, ample parking facilities at the Council Offices; on site recycling facilities; full staff consultation processes via a Staff Forum representative body and/or UNISON. 

Supplementary Information

· all information obtained from a disclosure application to the Criminal Records Bureau will be processed in accordance with the CRB Code of Practice.  For a copy of the Code of Practice please see our website at www.southoxon.gov.uk and click on council vacancies.  The Code features as a download on the right hand side of the page. 





















