HIGHWORTH TOWN COUNCIL
GROUNDS AND OPEN SPACES MANAGER- JOB DESCRIPTION

POST TITLE: Grounds and Open Spaces Manager
PLACE OF WORK: Highworth Town Council
RESPONSIBLE TO: Town Clerk

GENERAL ROLE:

e Lead the management and maintenance of the Town Council's parks, open spaces, sports
grounds, play areas, cemetery, Market Square, trees, planted areas and other land assets,
ensuring they are safe, well maintained, attractive, environmentally responsible and highly
accessible to the community.

e Manage grounds maintenance staff, contractors, equipment, budgets and health and safety.

e Develop a thorough understanding of the land under the Town Council’s control, both from a
physical and community perspective, and use this knowledge to shape the effective
management of the land.

e Work strategically with the Town Clerk to plan and deliver important improvement projects,
including play area renovations and landscape enhancements.

e Ensure all departmental health and safety requirements and responsibilities are fully met at all
times.

e To work in conjunction with the Town Clerk to set budgets and monitor expenditure.

e Work with office colleagues to educate local people on the good work of the council and to
enhance and protect its good reputation.

e Provide quarterly reports to the Council on the performance, activities and development of the
grounds maintenance service.

e To undertake other duties as may reasonably be required by the Town Clerk, consistent with the
responsibilities and level of the post.

SPECIFIC RESPONSIBILITIES:

e Toreport directly to the Town Clerk on all matters relating to the department.

e Effectively and efficiently manage and deliver the day-to-day work on all land under the control
of the Town Council.

e Plan and deliver annual grounds maintenance programmes including grass and hedge cutting,
shrub maintenance, planting, weeding, spraying and seasonal works.

e Develop and deliver more complex project work to improve Council land and external facilities
including scoping, specification, procurement and contractor management.
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e Undertake or arrange the regular inspection of the Council’s estate and assets and ensure that
defects and hazards are appropriately recorded and addressed.

e Manage the Council's grounds maintenance machinery, vehicles, tools and equipment, including
servicing, inspections, replacement and procurement.

e Work closely with the Cemetery Officer to ensure the cemetery is managed and maintained to a
high standard, including compliance with relevant legislation, Council policies and procedures;
assisting with the preparation and operation of burials and ashes interments; and liaising
sensitively and professionally with bereaved families and funeral representatives, including at
the graveside.

e Work closely with the Allotments Officer to ensure the Council’s allotment sites are maintained
to a high standard, providing operational support in relation to site maintenance, access,
boundaries, paths, hedges, trees and other infrastructure, and assisting with site improvements
and maintenance issues as required.

e Manage the Council's tree stock including arranging professional inspections and commissioning
specialist arboricultural work and maintaining appropriate records.

e Oversee the operational maintenance of the Council’s sports grounds and specialist facilities,
including the 3G pitch, ensuring appropriate inspection, maintenance, servicing and record-
keeping arrangements are in place and that facilities are maintained in accordance with relevant
standards and manufacturer requirements.

e Lead the day-to-day management of the Grounds Team, setting clear priorities and standards,
allocating and monitoring work, preparing work schedules and ensuring appropriate operational
cover.

e Provide regular supervision, team briefings and individual meetings to support effective
communication, employee wellbeing, accountability and team performance.

e Monitor attendance, annual leave and sickness absence, undertake return-to-work discussions
and maintain appropriate management records in accordance with Council policies and
procedures.

e Set clear expectations, provide constructive feedback and address performance, conduct or
capability concerns promptly and consistently, referring formal matters to and working in
conjunction with the Town Clerk.

e |dentify training and development needs, support the induction of new employees and ensure
that staff are appropriately trained and competent to undertake their duties safely.

e Undertake and document annual appraisals for Grounds Team employees in conjunction with
the Town Clerk, agreeing objectives and monitoring progress.

e Promote a professional, respectful and productive team culture, ensuring staff are managed
fairly, consistently and in accordance with Council policies.

e Maintain professional and productive working relationships with colleagues and members of the
public at all times.

e Prepare and maintain risk assessments, method statements, COSHH assessments and safe
working procedures relevant to grounds and land management activities.

e Ensure the Grounds Team’s operational premises, storage areas, materials, machinery and
equipment are maintained in a safe, secure, organised and compliant manner.

e Ensure compliance with relevant national legislation and council standards and policies especially
related to grounds maintenance, land management, health and safety, planning and
environmental management.
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e Work with the Town Clerk/RFO to monitor departmental expenditure against approved budgets,
providing relevant information on spending, commitments and anticipated costs as required.

e Ensure appropriate inspection and maintenance arrangements are in place for the Council’s play
areas and outdoor recreational equipment, with defects, remedial works and inspection records
appropriately managed and monitored.

e Ensure accurate records relating to equipment maintenance and any incidents and accidents are
kept.

e Help the Council to identify opportunities for external funding and grant support to fund
improvements to the Council's green spaces and work with the Town Clerk to prepare funding
applications.

e Provide professional recommendations, reports and general updates and advice to the Town
Clerk and Town Councillors on all matters relating to the grounds maintenance department.

e Lead on the development and delivery of an environmental and biodiversity improvement
programme, including tree planting, meadow creation and management, habitat creation,
ecological enhancement and reduction of unnecessary mowing or chemical use.

e Develop and implement long-term management plans for the larger open spaces and other
important Council land areas.

e Coordinate an appropriate response to urgent and reactive grounds and open-space issues,
including hazards, storm damage, vandalism and other matters affecting public safety or the
Council’s assets.

e Positively manage relationships with community groups, volunteers, sports clubs, schools,
customers and other residents and visitors by educating local people on the good work of the
Council.

e Support office colleagues with the planning and practical delivery of a small number of Council
and community events each year, including site preparation, logistics, equipment, access, set-up
and clearance, and coordinating the Grounds Team’s involvement as required.

e Assist the Council to develop and safely offer fulfilling and helpful volunteering opportunities to
local people.

e Respond to enquiries from residents and Councillors and arrange any appropriate follow-up
action.

e To undertake other duties as may reasonably be required by the Town Clerk, consistent with the
responsibilities and level of the post.
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