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HARTLEY WINTNEY PARISH COUNCIL JOB DESCRIPTION 

Post Title:  SUPPORT & COMMUNICATIONS OFFICER 

Responsible to:  The Executive Clerk 

Responsible for: Administrative support and public communications on behalf of the Parish Council. 

Salary Grade:  SCP 20 (£20,991 FTE)  10 hrs p/w (520 pa) SIX MONTH FIXED TERM CONTRACT 

Job Summary: To support the Executive Clerk and Deputy Clerk with administrative tasks and to be 
responsible for all digital communication, as directed by the Proper Officer and Council. 

Responsibilities:  

1. To provide administrative support of the Parish Council’s meeting documentation, ensuring legal 
compliance as required.  

2. To co-ordinate and maintain the Parish Council website and social media content ensuring it is always 
consistent across the Council and fit for purpose. 

3. To take responsibility for all press, under the guidance of the Executive Clerk, and incoming 
correspondence and liaising as appropriate with members.  

4. To promote the role of the Council in the community. 
5. To work constructively with partners in the private, voluntary and public sectors to help identify 

improvements to the Parish Council’s community engagement, supporting the HWPC Community 
Engagement Strategy. 

6. To support Parish Council events, ensuring properly co-ordinated and to represent the Council as 
required.  

General 

7. The hours of work for contractual purposes are 10 hours per week. Evening and weekend working may 
be a requirement of the job for which compensatory time off will be given within the exigencies of the 
service and in line with Council policies.  

8. To recognise and be aware of the requirements of the Health and Safety at Work Act as well as Fire and 
Safety regulations and ensure that these are observed and regularly carried out.  

9. This job description is not, by definition, a comprehensive schedule of all tasks and duties that are 
required to be undertaken.  
Accordingly in addition to the duties specified the Support & Communications Officer will also be 
required to undertake any other duties commensurate with the status of the post or to ensure they are 
properly undertaken elsewhere in the organisation. 
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