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WATTON TOWN COUNCIL


	APPOINTMENT 	
OF 
RECEPTIONIST/OFFICE SUPPORT CLERK




RECRUITMENT HANDOUT





February 2026

INTRODUCTION

Thank you for responding to the Council’s recent advertisement for this post.

[bookmark: _Hlk529866142]We hope that you find this Recruitment Handout together with the job description and person specification enclosed of assistance in deciding to apply.

The information is arranged as follows:-


· role of the Receptionist/Office Support Clerk
· a short profile of the Council
· Council area and environment
· Council history and background details
· Council structure
· staffing information
· key terms and conditions of employment
· the application and selection process
· the job advert
· Job Description and Person Specification

Also enclosed within the Recruitment Handout Information Pack is an application form (CVs alone will not be acceptable). 

This Recruitment Handout will not form part of any subsequent contract of employment.

If you have any questions on the Recruitment Information Pack or the recruitment and selection process, require any further information on the Council or the post or you would like an informal discussion on the role, please email: clerk@wattontowncouncil.gov.uk or call the Clerk on 01953 881007.

If as a result of a disability or impairment you would like us to make any special arrangements concerning the completion of your application or attending for interview please let us know.

***************************************************************

	Contact: Jane Scarrott Clerk

Council Name and address: Watton Town Council, Wayland Hall, Middle Street, Watton, Norfolk IP25 6AG

Tel: 01953 881007
Email: clerk@wattontowncouncil.gov.uk





ROLE OF THE RECEPTIONSIT/OFFICE SUPPORT CLERK

The Town Council is looking to fill the vacancy of Receptionist/Office Support Clerk following the retirement of the current post holder.

Parish, Town and Community Councils are part of Local Government in Norfolk together with the County Council and Breckland District Council. The current planned Local Government Re-organisation will likely see the County and District Councils abolished in favour of a Unitary Council across Norfolk.

At present the County Council is responsible for strategic services such as highways, education, libraries, social services, strategic planning and refuse disposal. The District Council is responsible for local services including housing, local planning and refuse collection.

Town and Parish Councils are often viewed as the part of government closest to the people.

They are the only local government tier that represents residents at Parish and Town level.

Importantly Parish, Town and Community Councils can precept – raising their own council tax each year to improve facilities and services for local people.

Their powers and duties cover many things that we take for granted in making for comfort and well being where we live and can include the provision and maintenance of allotments, burial grounds and public monuments, public clocks, halls, some street lighting, litter bins, car parks, public toilets, rights of way, some roadside verges, bus shelters, and green spaces.

Watton Town Council is sole trustee of the Charlotte Harvey Trust which manages the Charlotte Harvey Trust Community Hub at Harvey Street, Watton. The Hub is referred to as Watton Community Centre with rooms hired by several local groups and casual users. It also houses Watton Food Hub. 
More information can be found at: https://www.wattoncommunitycentre.co.uk/

Most Council meetings are open to the public. They are held in the Council owned Wayland Hall, Middle Street, Watton and are led by the Council’s Chairperson.

What is the role of the Receptionist/Office Support Clerk?

The enclosed job description lists the duties in detail but the main duties of the job can be summarised as to:-
· Act as first point of contact for visitors and telephone enquiries
· Provide administrative and clerical support to Watton Town Council



The key duties and responsibilities to be undertaken are detailed in the job description included in the pack.

The key skills and attributes required are detailed in the person specification included in the Recruitment Information Pack but underwriting these qualities is a sense of public duty - of wanting to help others in the community.


 PROFILE OF THE COUNCIL

Council Area and Environment

Watton Town Council looks after the area of Watton Parish with its main focus being on the issues and areas it has direct responsibility for including:
· Watton Cemetery 
· Allotment sites at Thetford Road and the Cemetery
· Wayland Hall
· Wednesday Market
· High Street Clock Tower
· Public Toilets
· Areas of open space land and play areas around the parish

The above list is not exhaustive but gives a good indication of the Council’s varied responsibilities.

Council History and Background Details

· Watton Parish Council was formed in 1894 when the Local Government Act created parish councils in rural areas. The Council adopted the status of “Town Council” in April 1974. 
· A Mission Statement was produced for the Town Council when the Watton Neighbourhood Plan was considered with the strapline “looking for a brighter future”.
· The Town Council sets its annual budget around December and the budget for 2026/27 has been set at £594370. The precept request for 2026/27 is £519420.
· The population of Watton is stated by Norfolk Insight as 9544 in 2024.

Council Structure

· The Council is made up of 15 Councillors led by an annually elected Chairman who also acts as the Town Mayor for the year.
·  Full Council meetings are held on the second and fourth Tuesday evening of   each month apart from December when only one meeting is held in the month.
· The Town Council has a Finance Committee and an HR Committee which usually meet each month as well as Working Groups which can be called upon as and when needed.
· Town Council elections are held every four years with the next elections scheduled for May 2027.
· The Annual Meeting of the Town Council, when the Chairman is elected, is held on the second Tuesday evening each May.
· Meetings are generally held in the Council Chamber at Wayland Hall, starting at 7pm.


Staffing

The Council employs 9 staff:

· Clerk
· Deputy Clerk
· Receptionist/Office Support Clerk
· Events & Marketing Officer
· Community Projects Officer
· Food Hub Manager
· Town Operatives x2
· Town Council Caretaker 

More information can be found at www.wattontowncouncil.gov.uk


KEY TERMS AND CONDITIONS OF EMPLOYMENT

	
General

	
The terms and conditions of employment are generally in accordance with the National Joint Council Scheme of Conditions of Service and the provisions of the National Association of Local Councils and the Society of Local Council Clerks Conditions of Service for Clerks of Local Councils or as amended by the Council.

	
Salary 
	
Salary is set at NJC SCP 6 (£25989 FTE) 


	Working Week

	The working week is part time of 17 hours per week. 

	Days and Hours of Work

	Monday to Wednesday 9am – Midday
Thursday and Friday 9am -1.00pm


	Annual Leave




Sick Leave

	23 working days’ leave in each year (pro rata for part time position) with entitlement increasing by 3 working days after 5 year’s continuous local government service plus 2 discretionary days and bank and public holidays.

You are entitled to statutory sick-pay, and an additional allowance as contracted.


	Pension

	You will be auto-enrolled into the Norfolk Local Government Pension Scheme. The rate of employee contribution for the LGPS is based on full time pensionable pay. 


	Probation

	6 month probationary period. 

	Pay Method 

	Salary is paid by the 20th of the month, directly by credit transfer to a bank or building society.


	Salary Review

	The salary is subject to any revisions agreed nationally between NALC and SLCC as a result of pay negotiations which are usually effective from 1 April.

	Work Location

	Wayland Hall, Middle Street Watton, or The Community Centre, Harvey Street Watton or but attendance at other locations may be required when necessary.


	Expenses





Notice Period
	Reasonable subsistence for training in accordance with the Council’s policy.

Car mileage allowance payable in accordance with the casual user provisions in the Council’s policy.

After completion of the probationary period, 1 month on either side in writing to terminate the employment. If your employment is terminated on grounds of gross misconduct summary dismissal will apply.


	
	

	
	

	
	

	
	

	
	

	Other Terms

	All staff are required to operate within the Council’s adopted policies and procedures.

A no smoking policy is in operation in the Council’s buildings and vehicles. 




APPLICATION AND SELECTION PROCESS

Recruitment Schedule

The proposed recruitment timetable is as follows:-

	· Advert insertion

	- 27.02.26

	· Advert closing date 

	- 9.03.26

	· Short listing

	- w/b 09.03.26

	· Selection Panel interviews  

	- w/b 30.03.26

Anticipated start date: 07.04.26
 


You will be advised of any material change to this timetable as appropriate.

Application Procedure

You should complete the enclosed Application Form in full and not disregard any section. CVs are not acceptable as an alternative to completing the Application Form but may be attached along with any supplementary information or documents in support of your application.

When submitting your application, you should address the requirements of the Job Description and Person Specification for the post and ensure that your relevant key experiences, knowledge, skills and personal style are clearly described to give you the best opportunity in the short listing process.

Please note you will be required to show documentary proof of any qualifications you may claim to hold if you are offered an appointment.

When completed your application form should be posted to:-

The Clerk
Watton Town Council
Wayland Hall
Middle Street
Watton
IP25 6AG

Or e-mailed to clerk@wattontowncouncil.gov.uk


by 09.03.26

If the application is being sent by mail, please mark the outside of the envelope “Confidential - Application for the post of Office Support Clerk”.



Selection Process

It is expected that interviews for short listed candidates will be held by the Council’s Selection Panel week beginning 30.03.26 at Wayland Hall, Middle Street.

The interviews will be structured to assess your competence and suitability for the post and may therefore include tests of relevant capabilities which will be explained to you if invited to attend for interview.
Please note the above date and confirm your availability to attend for interview on that date if short listed when completing your application form. It is expected that you will be advised during week ending 13.03.26 if selected for interview.

References

If you are shortlisted references will normally be applied for in advance of the interview unless you indicate in the application form that you do not give the Council permission so to do. If appropriate, the authenticity of referees may be checked by direct confidential contact if you are to be offered the appointment.

Proof of Eligibility to Reside and Work in UK

In accordance with their legal obligations the Council will require you to provide proof that you are legally able to reside and work in the UK if you are successful in your application before commencing employment.

DBS Check

The Council does not require a criminal record check processed through the Disclosure and Barring Service (DBS) as part of its recruitment process, but one could be sought at a later date. 

Canvassing

Canvassing, either directly or indirectly, will disqualify you from appointment. Sending copies of, or extracts from, your completed Application Form, CV or testimonials to any Member or Officer of the Council will be regarded as canvassing.

Equal Opportunities

The Council wholeheartedly supports the principle of equal opportunities in employment opposing all forms of unlawful and/or unfair discrimination whether on grounds of any protected characteristic in accordance with the Equality Act 2010. We aim to appoint therefore purely on merit and suitability for the post on offer. You are invited to complete and return the enclosed Equality Monitoring Information Form and return it with your completed application Form. The completed form will be regarded as strictly confidential, kept separately from and in no way used or affect the outcome of your application for employment.


Equality Positive Action (where applicable)

The new positive action terms mean that it is not unlawful to recruit or promote a candidate who is of equal merit to another candidate if the employer reasonably thinks that:-

· the candidate has a protected characteristic that is under-represented in the workforce;
· people with that characteristic suffer a disadvantage connected to that characteristic.

However, positive action does not allow an employer to appoint a less suitable candidate just because that candidate has a protected characteristic that is under-represented or disadvantaged.

Further Information

We hope that the information contained in this Recruitment Information Pack is helpful and sufficiently thorough to enable you to submit your application which we look forward to receiving. 

However, if you have any questions on the information in the Recruitment Information Pack or any aspect of the appointment or the recruitment process please do not hesitate to contact the Council as set out in the Introduction earlier in the Pack.
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Wayland Hall, Middle Street, Watton, Thetford, Norfolk IP25 6AG
        Telephone: 01953 881007    
       Website: www.wattontowncouncil.gov.uk
       Town Clerk: Mrs Jane Scarrott clerk@wattontowncouncil.gov.uk
				
Receptionist/Office Support Clerk

[bookmark: _Hlk115166598]Due to retirement of the current post holder Watton Town Council is looking for a Receptionist/Office Support Clerk for the Town Council Offices at Wayland Hall, Watton.

17 hours per week – Monday to Wednesday 9am to 12pm and 9am to 1pm Thursday and Friday. 

Pro rata salary equates to £11940 p.a. and is based on the National Joint Council for Local Government Services scale point 6.

Completed applications to reach Wayland Hall by midday on Monday 9th March
2026, with interviews scheduled for w/b 30.03.26.
[image: A black text on a white background
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JOB DESCRIPTION

JOB TITLE:					Receptionist/Office Support Clerk

PLACE OF WORK:	Wayland House, Middle Street, Watton, Thetford, Norfolk, IP25 6AG

SPINE POINT:            	SCP6 

HOURS OF WORK:	17 hours per week
	9am-12pm Monday to Wednesday
	9am-1pm Thursday and Friday

REPORTS TO:                                  	Deputy Town Clerk

MANAGEMENT RESPONSIBILITIES:	None


A	Main Purpose of the Job

To provide reception, administrative and clerical support to Watton Town Council, ensuring the smooth running of office systems and accurate record‑keeping. The role will act as a first point of contact for the public, maintain allotment and cemetery records, assist with financial processes, and support civic functions, meetings, and events.

B	Key Responsibilities and Duties of the Job

Reception & Administration
a) Act as first point of contact for visitors and telephone enquiries, providing courteous and professional service.
b) Maintain and update office notice boards, filing systems, and records.
c) Undertake typing, photocopying, and general clerical duties as directed by the Clerk/Deputy Clerk.
d) Liaise with Breckland District Council, Norfolk County Council, and other bodies as required.
e) Open, sort, and distribute post; respond to emails using Outlook.
f) Prepare envelopes, agendas, and papers for Council meetings; set up the Council Chamber.
g) Maintain allotment maps and waiting lists; issue tenancy agreements and invoices; carry out allotment checks.
h) Maintain cemetery maps and registers of deaths and burials; issue Exclusive Rights of Burial certificates; process memorial permits.
i) Maintain market stall attendance checklists and issue invoices.
j) Work with Microsoft Office (Word, Excel, Outlook) to produce spreadsheets, correspondence, and records.
k) Ensure compliance with GDPR and data protection in all record‑keeping

Financial Support
a) Record all income and prepare for banking.
b) Gather signatories for cheques and prepare cheques for posting.
c) Check Charlotte Harvey Trust (CHT) invoices against bank statements and file appropriately.
d) Receive allotment rents and maintain accurate records.
e) Provide emergency cover for CHT/Food Hub as required.

Civic & Events Support
a) Maintain the Mayor’s diary, monitoring responses to invitations.
b) Assist with preparation and delivery of civic events and meetings.

[bookmark: _Hlk72229785]C	Other information

External and Internal Contacts
Councillors, customers, contractors, suppliers, members of staff and partner agencies.
Face to face, telephone, written and electronic communication.

Working Environment
Office based necessary to undertake the receptionist role, but should the need arise to complete a particular task occasional home working could be considered.
The Council operates a Smoke-free policy and the postholder is prohibited from smoking in any of the Council’s buildings
All staff must commit to Equal Opportunities and Anti-Discriminatory Practices.

Health and Safety at Work
Watton Town Council's Policy, and all relevant Health and Safety at Work Instructions are to be considered as part of this job description.

Data Protection Act 2018
All employees who are involved in the processing or handling of computer data have an obligation to comply with the terms of the Data Protection Act 2018 and the Council's Data Protection Policy.

Council Policies 
The post-holder is expected to familiarise themselves with and adhere to all relevant Council Policies and Procedures.

Performance Management
You will be given an annual appraisal and six-monthly review that will form the basis of your Personal Development Plan and be linked to the Council’s objectives. You will also receive collaborative one to one meeting on a regular basis with your line manager.  


Receptionist/Office Support Clerk

PERSON SPECIFICATION

	
	Essential Attributes
	Desirable Attributes

	Qualifications
	· Good standard of literacy and numeracy (GCSE English and Maths or equivalent)

	· Administrative or business support qualification
· Training in customer service

	Knowledge
	· Knowledge of Local Government procedure or a willingness to learn.
· Understanding of confidentiality and data protection requirements
	· Familiarity with allotment and cemetery administration processes


	Experience

	· Experience in clerical or administrative work, including filing, typing, and handling correspondence
· Experience of dealing with members of the public in person, by phone, and by email
	· Experience of invoice processing and budgets
· Experience supporting meetings. 
· 

	General skills and abilities
	· Strong organisational skills with attention to detail
· Ability to manage multiple tasks and prioritise effectively
· Ability to work independently and as part of a team

	· Ability to draft simple reports or correspondence

	Communication Skills
	· Excellent oral and written communication skills, including an ability to relate to, and communicate with councillors, staff and public
· Customer focused with ability to deal with sensitive situations
	

	Information Technology
	· Experience and practical IT skills including in Microsoft Office packages and spread sheets
	

	Other
	· Willingness to work out of office hours in order to attend Council meetings and Council business 
· Ability to work with tact and empathy 
· Professional and courteous when dealing with the public
	· Local knowledge 








	
	


JOB APPLICATION FORM



CONFIDENTIAL


Wayland Hall
Middle Street
Watton 
Thetford
Norfolk
IP25 6AG

Telephone:  01953 881007















Equal Opportunities Statement

Watton Town Council wholeheartedly supports the principle of equal opportunities in employment and oppose all forms of unlawful or unfair discrimination. This policy therefore concerns all matters directly or indirectly related to employment affecting individuals or groups whether they are actual or potential employees.

We believe that it is in the Council’s best interests, and those of all who work in them, to ensure that the human resources, talents and skills available throughout the communities are considered when employment opportunities arise.

Every possible step will be taken to ensure that individuals are treated fairly and that decisions on recruitment, selection, training, promotion, career development and employee relations matters [including discipline] are based solely on objective and job related criteria.

Disability: for the purpose of the Equality Act 2010 a disability is considered as an impairment which affects normal day to day activity and may be physical or mental, or may relate to a progressive illness/condition.

Please indicate here whether you consider yourself to be disabled as defined above: Yes |_|	No |_|

If yes, what is the nature of your disability? 

If yes, do you require any adjustments to be made in order to support your attendance of an interview? 


Data Protection and Confidentiality Statement

Returning this application form will lead to your personal information being processed for the purposes of recruitment, selection and monitoring, which may include:
a) processing of personal data by the Council for the purpose of recruitment including checking of references and equal opportunities monitoring
b) processing the personal information of shortlisted candidates to check references and medical records
c) secure storing of the information for 6 months if you are not offered a post and indefinitely as part of your personnel file if you become an employee of the authority

All applications are treated with the strictest confidence and will only be disclosed to parties outside the Council with the applicant’s consent for legitimate recruitment purposes, such as checking references. 


Rehabilitation of Offenders Act (1974)

All short-listed applicants will be asked to declare any previous convictions, which are ‘unspent’.  All information will be treated in confidence and will not necessarily prejudice appointment.  Applicants for jobs which involve access to persons under the age of 18 are not subject to the Act (i.e. any previous convictions cannot be regarded as ‘spent’).


O
Information on this page will not be used for shortlisting

	Application for the post of:

	Job reference number:

	
Receptonist/Office Support Clerk

	
OSC0326


 
	
Personal Details


	Surname: 
	Forename(s): 

	
Address: 






Postcode: 

	
Telephone (home): 

Telephone (work): 

Telephone (mobile): 

E-mail: 

Discretion will be used when contacting you, but if you prefer not to be contacted on one of the above numbers, please withhold it.



	Canvassing of any Member or Officer of the Council, directly or indirectly, for any appointment at the Council shall disqualify the candidate concerned for that appointment.

Please state below whether you know or are related to any councillor or employee of the Council.  (Failure to disclose any relationship which is known to you will disqualify you for appointment, and if appointed will render you liable to dismissal without notice).





	Declaration

Please ensure that you have read and understood the following statements.

	
By submitting this form, you confirm that you understand that any information given on this form, and associated recruitment forms including the equal opportunities monitoring form and rehabilitation of offenders and pre-employment medical form, which may be completed at a later date, may be verified with my referees and other appropriate external bodies and hereby give my explicit consent to this and the release of any documents from a third party. I declare that all of the information I provide will be correct and I understand that if I have given misleading information any subsequent job offer may be withdrawn or I may be dismissed from any appointment which has been made.  


	
By submitting this form, you confirm that you have read the data protection and confidentiality statement and consent to my personal information being processed and stored by the Council.



	Referees

	Please name two referees who may be approached, at least one of whom must be your present, or most recent employer.  School and college leavers should give a teacher or tutor as one referee.  Please ensure that your referees are in a position to provide a written response promptly.  If you prefer either or both of your referees to not be contacted before a job offer is made, please indicate in the appropriate box. Any offer of employment will be subject to the receipt by the council of two satisfactory references.

	Name: 
	Name: 

	Address: 
	Address: 

	Telephone: 
	Telephone: 

	E-mail address (preferred): 
	E-mail address (preferred): 

	Occupation/Relationship to you: 
	Occupation/Relationship to you: 

	[bookmark: Check1]|_| Please mark here if this referee should not be contacted before an offer is made
	|_| Please mark here if this referee should not be contacted before an offer is made






	Education and Training

	Secondary schools and further/higher education institutions attended 
(please state if full or part-time):








	Examinations taken with level (e.g. GCSE) and result/grade:










Continue on a separate sheet if necessary

	Details of professional or other relevant qualifications (including examinations taken, with results and grades):







	Current membership of professional bodies (please give level of membership if relevant):







	Details of any relevant training courses, including date and course duration:










Continue on a separate sheet if necessary

	
Experience




	Present Employment - include voluntary and work experience in this section
(if you are not currently employed, leave this section blank and go to ‘previous employment’)

	Job title: 
	Date started: 

	Employer:
	Salary/Grade:

	Address: 
	Other benefits: 

	
	Notice period: 

	Business: 
	Reason for leaving: 

	Please give a brief description of your duties:























	Previous Employment - include voluntary and work experience in this section
(most recent first and including previous posts with present employer).  
Please give details relating to any gaps in your employment history.

	From:
	To:
	Name and business of employer:

	Post:
	Grade or final salary:
	Reason for leaving:

	
	
	
	
	
	





	Further information in support of your application

	
This section allows you to demonstrate your suitability for the post using examples to highlight cores skills and competences relating to your application. 
Your statement should include how your skills, experience and personal attributes would enable you to undertake the role.  It is essential that you write this statement carefully and demonstrate which of the essential (minimum) and desirable qualities listed in the person specification you fill.  You should include any activities or interests which you undertake outside of work which are relevant, but be careful not to focus on information which is not relevant.  Please also indicate any particular reasons you have for applying for this post.

	







	Additional Information

	If you have any final comments on the information that you have provided, please add them below.

Please include any dates and times that you would be unavailable for interview.

	




































This Recruitment Handout has been prepared on behalf of and agreed with Watton Town Council but does not form part of any future contract of employment.
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