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SPENNYMOOR TOWN COUNCIL 
 

JOB DESCRIPTION 
 

1.  POST TITLE    Parks and Grounds Assistant  
 
2.  POST NUMBER 
 
3.  GRADE   Grade 2; NJC SCP 2-4 
 
4.  JOB REFERENCE   
 
5. LOCATION    Any Council workplace across the Parish 
 
6.  ORGANSIATIONAL RELATIONSHIP  
 

Directly responsible to:   Grounds and Facilities Manager 
 
 
Responsible for:   Contributing to work carried out by 

operational teams covering Parks, Open 
Spaces, Cemeteries, Estates and 
Allotments. 

 
Responsible to:  The Grounds & Facilities Manager 

through the Grounds & Facilities Team 
Leader. 

 
Hours of work The post holder will work 37 hours per week 

to meet the needs of the business as part of 
a seven day working week (adjustments for 
part-timers) 

7.  DESCRIPTION OF ROLE; 
The post holder will interact with customers, take payment for services, clean 
areas, litter pick, empty bins and open and close facilities and gates. The post 
holder is expected to be able to work with minimum supervision when carrying 
out tasks.    
 

8.  DUTIES AND RESPONSIBILITIES 
To deliver a support function to the Grounds and Facilities Service under the 
direction of the Grounds and Facilities Manager and/or Team Leader.  Duties 
and responsibilities the postholder will be primarily responsible for include: 
 

• Litter picking and emptying of bins. 

• Cleaning of toilet and general areas. 

• Opening, closing and locking up of facilities. 

• Taking payment for services i.e. crazy golf. 

• Assisting with basic horticulture tasks eg weeding, bedding plants, etc 

• Dealing with the public in a positive and friendly way.  

• Undertake winter maintenance duties including snow clearing and 
gritting. 

• Under take basic administration record keeping and tasks. 
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• Monitoring of CCTV equipment and downloading incidents of security 
or safety concern  

 
9. COMMON DUTIES AND RESPONSIBILITIES 

9.1 Quality Assurance 
   To ensure the highest standards are maintained. 
 
 9.2 Communication 

Ensure good communication with individuals within your team and 
Members of the Public 

 
 9.3 Professional Practice 

To ensure that professional practice in the team is carried out to the 
highest standards and developed in line with the Service’s stated 
objectives of continual improvement in quality of its service to internal 
and external customers. 
 
To promote all Town Council Services and Facilities at all times and 
when required to attend Town Council events and promotions, 
representing the Town Council in a positive, polite and professional 
manner at all times. 
 
To adhere to all Council Policies and Procedures as set out in the 
Member/Officer Handbook at all times. 
 

 9.4 Health and Safety 

• To ensure that the Health and Safety policy, organisation 
arrangements and procedures as they related to areas, activities 
and personnel under your control are understood, implemented 
and monitored. 
 

• Checking of relevant premises and equipment for damage / 
wear and tear, maintain maintenance records, where necessary 
request repairs. 
 

• Ensure safe usage and storage of equipment and materials. 
 

• Ensuring that protective clothing and footwear appropriate to the 
prevailing conditions is worn, only approved materials are used 
during work related activities and that safe methods of work are 
adapted in line with Health and Safety requirements and best 
practice. 

 

• Attending appropriate Health and Safety and other relevant 
training courses as part of the training requirements identified to 
enable all duties to be carried out.   

   

• Reporting all incidents and accidents to the line manager.  
 
 9.7 Appraisal 

 All staff will receive appraisals and it is the responsibility of each 
member of staff to following guidance on the appraisal process. 



3 

 
 9.8 Equality and Diversity 

 As an organisation we are committed to promoting a just society that 
gives everyone an equal chance to learn, work and live free from 
discrimination and prejudice.  To ensure our commitment is put into 
practice we are developing policies, which will seek to remove any 
barriers to equality of opportunity and to eliminate unfair and unlawful 
discrimination. These policies apply to all employees of Spennymoor 
Town Council. 

 
 9.9 Confidentiality 

 All members of staff are required to undertake that they will not divulge 
to anyone personal and/or confidential or business information to which 
they may have access during the course of their work. 

 
 All Members of staff must be aware that they have explicit 

responsibility for the confidentiality and security of information received 
and imparted in the course of their work and using council information 
and assets. 

 
 9.10 Induction 

The Council has in place an induction programme designed to help 
new employees to become effective in their roles and to find their way 
in the organisation. 
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PERSON SPECIFICATION 

 Essential Desirable Method of 
Assessment 

Qualifications • 4 or more GCSE passes including 
English Language and 
Mathematics 

• A formal customer care 
qualification 

Application form, 
Interiew and 
Certificates 

Experience • Working directly with the public • Working in a horticultural 
environment 

• Experience of handling cash 

• Experience of cleaning 
duties 

 

Skills/knowledge  • Effective Communicator  

Personal Qualities • Committed to customer care 

• happy to work on own or as part of a 
team 

• Enthusiasm and commitment 

• Flexible approach to work 

• Willing to work evenings and or 
weekends 

  

 
 


