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Chief Executive Officer (Town Clerk & RFO)

Candidate Pack



Welcome to
Wotton-under-Edge Town Council

Thank you for your interest in the role of Chief Executive Officer (Town Clerk & RFO) at
Wotton-under-Edge Town Council. This is a pivotal leadership appointment at a moment
of genuine change for both our Council and the wider landscape of local government.

Wotton-under-Edge is a town where residents are deeply involved in shaping local life.
That sense of ownership and active participation reflects a spirit of determination and
influences how the Council works today, grounded in openness, collaboration and a
commitment to serving the community with integrity. Over the past two years, our
councillor membership has grown, bringing fresh perspectives, renewed energy and a
strong commitment to strengthening how the Council works.

We are now entering a new phase, investing in organisational capability and preparing for
the implications of Local Government Reorganisation. This is an opportunity to help
shape what s, in many ways, a newly alighed organisation: one with a growing team,
clearer strategic direction and a collective ambition to serve the town with
Councillor Lesley Hewish professionalism, integrity and openness.

Chair of Wotton-under-Edge Town

Council We are seeking an experienced leader who can work with our councillors and staff to
guide the organisation through this period of change and opportunity. If you are motivated
by strategic leadership, meaningful community partnership and the chance to help shape
Wotton-under-Edge’s next chapter, we would be delighted to hear from you.




About Wotton-under-Edge

Wotton-under-Edge is a historic market town on the western
edge of the Cotswolds, known for its medieval street pattern,
independent shops and strong civic identity. Its position on the
Cotswold Way brings steady visitor footfall, supporting a lively
town centre and contributing to a distinctive local economy.

The town’s swimming pool and cinema, both created and 0
sustained through community initiative, reflect a long tradition of i::

residents stepping forward to shape the services and facilities
they value most. This spirit is visible throughout Wotton’s civic
life, from volunteer-led events and festivals to the numerous
active local groups that support arts, heritage, youth activities
and environmental projects.

Wotton’s high street is almost entirely independent, creating a
vibrant and characterful town centre, shaped by small
businesses, creative enterprises and long-standing traders.
Heritage buildings, cultural venues and green spaces contribute
to a strong sense of place, while the surrounding landscape and
rural hinterland influence daily life and community identity.

Wotton-under-Edge is a town with deep roots, a proud heritage
and a community that consistently invests in its future.




Wotton-under-Edge Town
Council Who we are

Wotton-under-Edge Town Council is a committed,
values-driven organisation focused on delivering reliable,
professional and community-centred local government. We are
proud to hold the Quality Award under the Local Council Award
Scheme, recognising strong governance, effective management
and meaningful engagement with our community.

We have grown our councillor membership and are now
building a larger officer team that can develop and deliver a new
Town Plan, organise services well and support good
governance. This investment in capability reflects our ambition
and commitment to the town’s development and a shared
determination to strengthen how the Council works and
prepares for wider change across local government.

We work collaboratively, listening carefully to residents,
engaging constructively with partners and ensuring decisions
are transparent, proportionate and rooted in public service. Our ‘
focus is on doing things well: maintaining high standards,
improving how we work and ensuring the Council remains
organised, responsive and ready for the future.
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Our Assets & Services

We manage a wide range of local services and assets, including parks, play areas, burial grounds, allotments, community grants,
public realm projects and community development programmes. We are also the trustee of the Town Trust.

Land, Facilities Ownership & Management Community & Operational Services
Management of key community buildings including the Town Community engagement, neighbourhood support and
Hall, Civic Centre, Chipping Hall and Heritage Centre partnership working with local organisations
Maintenance of play areas, signage and benches Commissioning and oversight of youth services
Stewardship of open spaces Administration of facility bookings, customer services and

Management of 2 allotment sites public enquiries via the One Stop Shop

Care of cemetery and churchyard Support for civic events, festivals and community activities
Oversight of car parks, CCTV network, bus shelters, Collaboration with partners such as Under the Edge Arts,
noticeboards and other public infrastructure Historical Society and Community Sports Foundation
Biodiversity work, land management and environmental Public communications including website, social media,
responsibilities across Council-owned sites newsletters and statutory notices




What guides us

Our work is guided by the priorities expressed by our community and the values that shape how we serve the town. We focus on strengthening the
facilities, services and civic spaces that matter most to residents, ensuring they continue to play a meaningful role in Wotton’s community
identity.

We listen closely to local voices. Community engagement has highlighted the importance of long term planning, environmental
responsibility, clear communication and ensuring that the council remains accessible and easy to engage with. These insights help shape
out decisions and guide where we invest time and resources.

Partnership is central to how we operate. We work collaboratively with Stroud District Council, Gloucestershire County Council, local
organisations and volunteer groups to deliver services and projects that reflect Wotton’s needs and values.

We protect what makes Wotton distinctive.

We invest in what strengthens community life.

We work in partnership.

We respond to what residents tell us matters.

We take pride in serving our town.




Local Government Reorganisation will reshape the landscape of local government in Gloucestershire, with potential devolution of
assets, services and responsibilities. The Council will need to position itself confidently and prepare for new expectations.

Environmental priorities, including the Local Nature Recovery Strategy, will influence expectations around land management, climate
action and biodiversity, requiring alignment with emerging national and regional policy.

Financial and resource pressures — rising costs, increasing demand and the need to balance ambition with affordability, will require
careful prioritisation and transparent decision-making.

Organisational capacity will need to be strengthened as remit and responsibilities grow. Systems and processes will need to scale
with growth, bringing digital innovation to enable ways of working.

Place-based pressures, including town centre vitality, visitor expectations linked to the Cotswold Way, and ongoing investment in
civic spaces and heritage assets, will require coordinated planning and strong partnership working.




Key Opportunities_

* Afully quorate Council with commitment to Wotton’s development coupled with ongoing community engagement, providing
strong foundation for the Chief Officer to lead the cocreation of the Council’s long-term priorities and new Town Plan.

 The opportunity to shape a new organisational culture, establishing clear standards, expectations and ways of working as new roles
are introduced and the Council strengthens its capacity.

* Potential devolution of assets and responsibilities through Local Government Reorganisation, offer scope for greater local control
and influence

* Growing opportunities to engage with national and regional initiatives, widening access to funding, innovation and partnership
work.
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Council Structure

The Council operates through a streamlined and effective governance
structure designed to support clear decision-making and strong
oversight. Alongside the formal committees, there are various working
groups to which decision making is delegated. You can find out more
here: Council Structure | Wotton-under-Edge

Full Council

Finance & Special
Purposes

Planning

Click on the link for further information on our Councillors

Chief Executive

Officer
' ' | ' ' Roles outlined in red t
Deputy Chief . ) ) oles outlined in red represent a
Officer Estates Manager| | Project Officer Assistant Clerk current vacancy where
recruitment is underway.
— Assistant Clerk| | Deputy Estates
Manager

— Admin Officer |+ Estates Officer

Caretaker/
Cleaner

— Admin Officer |



https://wotton-under-edge.com/the-council/councillors/
https://wotton-under-edge.com/the-council/council-structure/
https://wotton-under-edge.com/the-council/council-structure/
https://wotton-under-edge.com/the-council/council-structure/
https://wotton-under-edge.com/the-council/council-structure/
https://wotton-under-edge.com/the-council/council-structure/

About the role

Job title: Chief Executive Officer (Town Clerk & RFO)

Responsible to: BN ®felilel]

Location: The Civic Centre, 2 Gloucester Street, Wotton-under-Edge, GL12 7DN

Contract type: Permanent, 37 hours per week Monday to Friday with requirement for evenings
and weekends to support meetings and events

Salary: £49,817 - £54,143 per annum (SCP 37-41)

Benefits: Local Government Pension Scheme, 23 days annual leave allowance (plus bank
holidays and 2 statutory days), support for professional development, free car
parking onsite




Chief Executive Officer — The Role

5 LEADERSHIP & STRATEGY OPERATIONAL EXCELLENCE
:@'_ Provide forward-looking leadership for the organisation, | /a I Oversee a diverse portfolio, ensuring the
A=/v  shaping strategic priorities and implementing clear work ll Council’s assets are well-managed and future
< programmes. Support councillors in effective decision- ready. Modernise systems and processes,
making and represent the Council with confidence strengthen organisational capability and embed
across the town and beyond. continuous Improvement

ENGAGE & REPRESENT

FINANCE & RESOURCES 4

Ensure strong financial governance, effective resource ~ @=@ Build strong relationships with residents, partners,
planning and a sustainable transparent operating voluntary groups and statutory bodies, ensuring the
framework. Work closely with the Deputy to ensure Council is visible, accessible and responsive. Represent

robust systems, transparent reporting and effective the organisation with ’confi'dence and clarity,
financial management across the organisation. strengthening Wotton’s voice locally and regionally.

-/

. GOVERNANCE & COMPLIANCE & PEOPLE & CULTURE
Safeguard the Council’s integrity by ensuring all Shape a positive, inclusive and high-performing
statutory duties, Standing Orders and governance organisational culture. Embed modern HR practise,

e

LR

requirements are met. Lead policy development, risk support staff wellbeing, development and performance,
management and information governance. ensuring clarity of roles and a culture of continuous
improvement.

Please refer to the full job description at the end of this pack



Chief Executive Officer - The Person

QUALIFICATIONS & KNOWLEDGE 0 FINANCIAL & ORGANISATIONAL ACUMEN
Certificate in Local Council Administration (CiLCA) o * Experience of managing services and assets with a
commitment to obtaining within 18 months practical, solutions-focused approach.

* Ability to interpret legislation and operate confidently » Strong financial and budget management skills
within statutory frameworks » Skilled at identifying risks and opportunities early and

* Commitment to ongoing development advising constructively

LEADERSHIP & EXPERIENCE

* Proven leadership experience in a regulated and public

facing setting

Ability to guide and lead teams through change,

growth and transition.

» Strong people management skills, including
recruitment, wellbeing, performance management .
and developing others .

* Experience delivering services and projects in complex
or evolving environments

PERSONAL ATTRIBUTES

* Resilient, proactive and politically aware, with sound
judgement and high integrity

* Collaborative and people-centred, able to build a

positive culture and motivate teams

Practical and solutions-focused

Adaptable and forward-looking, comfortable leading

through change

COMMUNICATION & RELATIONSHIPS
* Politically aware, visible and approachable leader

% * Confidence to represent the Council locally and
0e® nationally.

Taw

Please refer to the full person specification at the end of this pack



Recruitment Process

Recruitment Process Date

Closing Date for applications 5pm, 24t September 2026

Assessment Week commencing 12" October
Interview and Presentation with Panel

Anticipated start date As soon as possible

1. Read the guidance on the Application form & Equal Opportunities form.
2. Ensure all sections of the Application Form are completed. CVs are not accepted as an alternative to the form.
3. Save both forms using your name to identify them and submit to recruitment@chrgs.co.uk before the closing date.

Wotton-under-Edge Town Council thank you for your interest in working for the Council and look forward to receiving your application.

Work Sponsorship: Unfortunately, the Council is currently unable to offer work sponsorship as it does not hold a Home Office sponsorship license for
visas and is therefore unable to process applications that would require a visa to work in the UK.

IP Notice: CHRGS retains full ownership of all materials in this pack. Redistribution or reuse is not permitted without prior written consent.
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1. Job Description

JOB TITLE: Chief Executive Officer (Town Clerk & RFO)

PLACE OF WORK: The Civic Centre, 2 Gloucester Street, Wotton-under-Edge GL12 7DN

SPINE POINT: SCP 37 -41:£49,817 - £54,143 per annum

HOURS OF WORK: Full time - 37 hours per week with a requirement for some evening work to attend Council, Committee and working

group meetings
ANNUAL LEAVE: 23 days annua leave allowance (plus bank holidays and 2 statutory days)
REPORTS TO: The Council
MANAGEMENT RESPONSIBILITIES: All staff as on the council organisation chart

A Purpose of the Role

To provide strong, visible and effective leadership to Wotton-under-Edge Town Council, ensuring the organisation is well managed, financially sustainable, and
focused on delivering agreed priorities for the benefit of the town and its communities. The role carries senior responsibility for stakeholder engagement, Local
Government Reorganisation, asset and estate management, charitable governance (Town Trust), youth services and place based development.

As the Council’s Proper Officer and Responsible Financial Officer, the Chief Executive Officer is responsible for ensuring that the Council operates lawfully,
efficiently and in accordance with best practise, while supporting Councillors to make informed, timely and proportionate decisions.



1. Job Description

B Main Duties and Responsibilities

The Chief Executive Officer will be responsible for the overall management and administration of the Council. This will include:

1. Strategic Leadership:

a) Act as the Council’s principal adviser, providing impartial, evidence based advice, options and risk assessments.

b) Lead development of the strategic Town Plan and Neighbourhood Plan, working closely with councillors to shape long term priorities.
c) Provide clear leadership that prioritises delivery, pace and outcomes, ensuring the Council’s agreed objectives are achieved

d) Lead organisational planning, ensuring services, assets and staffing are aligned to Council ambitions.

e) Drive modernisation of systems, processes and digital capability to improve efficiency, transparency and service quality.

f) Lead policy development, ensuring policies are current, legally compliant and reflective of best practice.

g) Navigate the implications of Local Government Reorganisation, including potential devolution of assets, services and responsibilities.
h) Build strong, constructive relationships with councillors, fostering trust, transparency and shared purpose.

Represent the Council professionally at local, regional and national levels, including engagement with principal authorities, statutory bodies, partners
and sector organisations.
j)  Promote Wotton under Edge as a place to live, work, visit and invest, supporting civic pride and community identity.

~—

2. Governance and Compliance:

Working with the Deputy Chief Officer and Assistant Clerk to ensure:
a) The Council operates lawfully, ethically and in accordance with statutory duties, Standing Orders, policies and governance frameworks.
b) Oversight of agendas, minutes, registers, policies and core governance documentation, ensuring councillors receive clear, timely and proportionate
information to support effective decision making.
c) Assurance over risk management, data governance (GDPR/FOI), burial authority duties, insurance, internal controls and audit requirements, ensuring
the Council meets all regulatory and sector obligations.



1. Job Description

3. Financial Management (RFO duties):

Provide strategic leadership and assurance as the Council’s Responsible Financial Officer, holding overall accountability for financial governance, resource planning
and long term sustainability.

a) Lead the Council’s business planning, budgeting, financial monitoring and reporting processes

b) Identify and pursue opportunities for grants, external funding, income generation and appropriate commercial activity.

c) Lead the Council’s business continuity and emergency planning arrangements.

d) Work closely with the Deputy Chief Officer to ensure robust systems, transparent reporting and effective financial management and compliance with

relevant requirements.

e) Oversee financial systems including accounting software and internal controls.

f) Lead procurement, contracts, insurance and value for money processes.

g) Maintain the Council’s asset register and financial risk assessments.

4. Operational & Organisational Management:
a) Provide visible, supportive leadership to staff, promoting a positive, inclusive and high performing organisational culture.

b) Lead workforce planning, recruitment, induction, development and succession planning with the senior management team.
c) Support councillor development and training, including induction and ongoing learning.

d) Ensure compliance with employment law, equality duties and HR policies, seeking external HR support where necessary.
e) Embed a culture of learning, reflection and continuous improvement.

f) Oversee the development and delivery of the Council’s Plan and associated work programme, including:

Planning and development matters
Open spaces, facilities, events, community projects, civic and ceremonial duties
Youth Services and integrated youth provision
Burial grounds management
o] Health & Safety inspections, compliance checks and risk assessments.
i) Provide senior oversight of procurement and contractor management
l) Maintain effective relationships with IT, communications and service contractors.

O O O O



1. Job Description

5. Charitable Governance

a)  Work closely with the Town Trust, supporting charitable governance, compliance with charity law and landlord responsibilities for three buildings.

6. Communication and Engagement

a) To oversee the Council’'s communications and engagement, ensuring transparency, clarity and positive public awareness of the Council’s work.
b) To build and maintain productive partnerships with key stakeholders, public bodies, voluntary organisations, businesses and community groups.
c) Oversee the Council’s website, social media and digital channels.

7. Personal Development

a) Maintain up-to-date professional knowledge of local government legislation, governance and best practice.
b) Work towards achieving CiLCA (if not already held).
c) Attend relevant training, seminars and sector events.

This list is neither exclusive nor exhaustive, as there may be other duties and requirements associated with the post, and as such you may be required to undertake
unspecified other duties and/or hours of work as may reasonably be required of you.



1. Job Description

C Other information

External and Internal Contacts

Councillors, residents, contractors, suppliers, members of staff and partner agencies.
Face to face, telephone, written and electronic communication.

Working Environment

This is an office based role.
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
Compliance with 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.



1. Person Specification

Education/ e Educated to degree level or equivalent experience e Relevant management or professional

. e CiLCA or commitment to obtaining CiLCA within first 18 qualifications (HR, Legal, Finance, Project
Qualifications months of employment. Management etc).
e Ongoing commitment to professional development as
required.
Experience e Senior leadership experience in a complex or multi- e Familiarity with project management
stakeholder environment methodologies.
e Experience within local government or similar regulated e Accounting software experience.
environments. e Experience in a Clerk role within the local
e Delivering organisational change or transformation government sector
e Strategy and policy development e Income generation and fundraising
e Projects delivery with successful partnership working. experience

e Skilled in facilitating formal meetings and processes.

e Long term financial planning and management

e Procurement, contracts and facilities/asset management

e Track record of recruiting, developing and supporting
staff.

e Evidence of organising and managing resources
effectively.

e Evidence of influencing and negotiating outcomes
through clear communication and presentation of
information.




1. Person Specification

| Essential | Desirable

Knowledge, Skills and e Understanding of local government procedures e Understanding of local council legislation

Abilities ¢ Understanding of statutory duties, the Proper Officer role e Preparing press releases and media
and RFO responsibilities engagement

e Knowledge of employment and health and safety law and
data protection.

e Strong commercial awareness and risk assessment
skills.

e Strong leadership, able to inspire, motivate and delegate
effectively

e Excellent interpersonal skills, builds trust and confidence

e Strong analytical skills and ability to present information
clearly

o Effective communicator and able to engage effectively
with diverse audiences

e  Strong facilitation and consensus-building skills

o |T literate (Microsoft Office, social media, digital tools)

e Commitment to public service and community e Driving licence and access to vehicle
engagement e Local knowledge of Wotton-under-Edge

e Collaborative, resilient and solutions focused and surrounding area.

e High integrity, tactful and diplomatic

e Commitment to continuing professional development

e Flexible and able to work out of office hours
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