Job Description & Person Specification






 



	Post Title
	Allotment Warden

	JE Reference 
	X147
	Grade 
	B+
	SCP Range
	4-5



Reporting line:Allotment Officer





Allotment Warden





Job Purpose:	
To assist in the efficient management, maintenance, and upkeep of allotment sites, supporting tenants, volunteers, and the wider community to create safe, well-maintained, and productive allotment spaces.


Relationships:
Accountable to:	Allotment Officer  

Accountable for: 	Provide occasional supervision and guidance to Countryside Apprentices, work placements, trainees, and volunteers to support delivery of operational tasks and project activities

General Contacts:	Countryside Team, Senior Officers, external partners and tenants


Key duties and responsibilities:

1. Site Support
· Assist in maintaining the overall condition of allotment sites, including individual plots and communal areas. 
· Help ensure boundaries, pathways, and shared spaces are safe, accessible, and free from hazards. 

2. Repairs and Maintenance - as directed by the Allotment Officer
· Carry out basic repairs and maintenance tasks. 
· Undertake activities such as fencing repairs, pathway upkeep, vegetation control, and removal of obstructions to help keep sites functional and tidy. 

3. Tenant Support and Guidance
· Provide basic guidance to tenants on allotment holder responsibilities when required. 
· Support the promotion of good practices to encourage site upkeep and productivity.
· Assist the Allotment Officer with inspections 
 
4. Maintenance Reporting
· Report maintenance issues promptly, including damage or safety concerns, to the Allotment Officer. 
· Keep simple records of tasks completed as required. 

5. Working Under Direction
· Assist with general duties as required to contribute to the smooth running of allotment sites. 

General/Corporate Responsibilities:

1. To undertake such duties as may be commensurate with the seniority of the post.

2. To ensure that the Council’s corporate Health & Safety policy is followed and training is undertaken in all pertinent health and safety procedures.

3. To partake in the Council’s and Directorate’s staff training and development policies as well as the Council’s system of performance appraisal.

4. To treat all information gathered for the Council and Directorate, either electronically or manually, in a confidential manner.

5. All employees are required to demonstrate a commitment when carrying out their duties which promotes and values diversity and the equality of opportunity in relation to employees and service users which is in line with the Council’s Equality & Diversity Policy.

6. To be responsible for identifying and managing all risks associated with the job role through effective application of internal controls and risk assessments to support the achievement of Corporate and Service objectives.

7. To ensure the highest standards of customer care are met at all times.

8. To ensure the principles of Value for Money in service delivery is fundamental in all aspects of involvement with internal and external customers.

9. To ensure that the highest standards of data quality are achieved and maintained for the collection, management and use of data.

10. To positively promote the welfare of children, young people, and vulnerable adults and ensure that it is recognised that Safeguarding is everyone's responsibility; and to engage in appropriate training and development opportunities which enhance an individual’s knowledge and skill in responding to children, young people and vulnerable adults who may be in need of safeguarding.
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	POST TITLE
	GRADE

	Allotment Warden
	B+




	NOTE TO APPLICANTS
Whilst all points on the specification are important, those listed in the essential column are the key requirements. You should pay particular attention to those points and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.



	CRITERIA
	NECESSARY REQUIREMENTS
	* M.O.A.

	
	Essential
	Desirable
	

	EXPERIENCE
	· Previous experience in a similar role
· Dealing effectively with the public/customers
· Outdoor working
· Lone Working
· Dealing with the public in a public service or community organisation role
	· Working with volunteers, preferably in a supervisory role
· Liaising with community organisations

	A, I

	SKILLS AND ABILITIES
	· Good practical skills and experience in general maintenance work – fencing, drainage, gate installation
· Diplomatic and polite under pressure
	· First Aid at Work Experience
	A, I

	EDUCATION/ QUALIFICATIONS/ KNOWLEDGE
	· GCSE Grade C or above (or equivalent) in English

	· Knowledge of the local area 
· Understanding of the characteristics and the needs of the local community

	A, I, C

	OTHER REQUIREMENTS
	· Full UK driving licence or able to travel independently around the borough to meet operational needs (reasonable adjustments will be considered)
· Understanding of good public relations 
· Community focused with the ability to develop and maintain good working relationships with external bodies and the public
· Committed to the delivery of quality public services
· Self-reliant and self-motivated with the drive, determination and initiative to achieve results
· Supportive – demonstrating loyalty and commitment to the organisation and the team
· Personal integrity and trustworthiness
	· Basic upkeep of a vehicle and associated records
· Knowledge of community safety and crime prevention matters
	A, I, C 

	COMMITMENT TO EQUAL OPPORTUNITIES
	· Commitment to equal opportunities and the ability to recognise the needs of different service users

	
	A, I 

	COMMITMENT TO SERVICE DELIVERY/ CUSTOMER CARE
	· Commitment to provide a customer-focussed service 
· Commitment to delivering as a team

	· Evidence of surpassing customer expectations or service targets / goals
	A, I 



METHOD OF ASSESSMENT: (*M.O.A.)

A = APPLICATION FORM   C = CERTIFICATE   E = EXERCISE   I = INTERVIEW   P = PRESENTATION   T = TEST   AC = ASSESSMENT CENTRE
R = REFERENCE
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