
WESTON-SUPER-MARE TOWN COUNCIL
JOB DESCRIPTION

MAYOR’S CIVIC OFFICER 
(PART/TIME)
Responsible to:  
Assistant Town Clerk

Purpose of Role:
To ensure the smooth running of the Town Council’s Civic Function
Responsibilities and Objectives:
Main Duties:
To support the work and organisation of the Mayoralty in its entirety and as laid down in Civic Protocol

To provide secretarial support to the Mayor and Deputy Mayor in respect of the engagement diary and correspondence
To ensure that organisations are aware of Civic Protocol for Mayoral attendance at functions/events
To ensure that the Mayor/Deputy Mayor is briefed and provided with the necessary information and relevant transportation to attend engagements
To be responsible for the arrangement and organisation of the following Civic functions:
· Mayor Making

· Remembrance Day
· Civic Service

· Christmas Carol Services
· Mayor’s Charity Ball
· End of Year Church Service
· Civic and Social Receptions

Including all correspondence, invitations, catering arrangements where applicable, providing instructions to all staff/honorary posts and contacting the press where appropriate
To attend indoor and outdoor civic functions when required including evenings and weekends
Other tasks will include organising and arranging:
· Mayor’s Christmas Cards

· Civic Awards and Civic Grants
· Recording of Civic gifts both given and received
To compile press releases in relation to the activities of the Mayor and upload to the Council’s website
To prepare agendas, minutes and reports as necessary for Civic Consultation Group 

To be aware of the Council’s annual budget and be responsible for the Civic budget(s)
To liaise with the Mayor’s chosen Charities and Civic Officers at other Councils 
General:
To work as part of a team and assist in the provision of office cover for other staff members during periods of absence and other contingencies
To comply with Council record keeping procedures in relation to finance and administration
To adhere to Council Policies and Procedures in regard to Health/Safety 
To provide advice, information and assistance in a professional and courteous manner as a representative of the Council, as required
To be familiar with Council Procedures and overall policy decisions of the Council in the execution of duties

To undertake such training as shall be directed 
To assist with other events and duties as reasonably be directed by the Assistant Town Clerk
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