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JOB DESCRIPTION

Job Title:		Markets and Communications Officer

Full Time:		37 hours per week 

Salary:			SCP 11 - 15

Responsible to:        	Assistant Town Clerk (Corporate)

Responsible for:	No direct reports

1.	Purpose of the Role
The Markets and Communications Officer will play a key role in managing the day-to-day operations of the town’s markets and supporting the Council’s engagement with the community. This dual role ensures that the Council maintains clear, effective communication with residents, businesses, and stakeholders, while also delivering vibrant, well-organised markets that contribute to the local economy and community life.
2.	Key Responsibilities
2.1	Markets Management
· Oversee the day-to-day running of the town’s markets, ensuring they operate smoothly, safely, and in line with council policies.
· Liaise with traders, stallholders, and community groups to maintain positive relationships and resolve issues.
· Manage stall bookings, allocations, and payments, ensuring compliance with regulations and licensing requirements.
· Monitor health and safety standards, risk assessments, and operational procedures at market sites.
· Work with colleagues to develop initiatives that enhance the markets’ appeal and support local businesses.
· Collect and analyse feedback from traders and visitors to inform improvements.
· Prepare reports and recommendations for council committees on market performance and development.

· Oversee Market Superintendent in managing operational set up of market.
· Work closely with Council event organisers.
2.2	Communications
· Deliver clear, accessible communications across multiple channels (website, social media, newsletters, press releases, public notices).
· Act as the first point of contact for media enquiries and prepare responses in consultation with colleagues.
· Promote council services, events, and initiatives to residents and stakeholders.
· Maintain and update the Town Council’s website and digital platforms.
· Produce reports, briefings, and presentations for council meetings and public engagement.
· Collate and produce the monthly what’s on posters for the town
· Revise and maintain the Town Council Communications Strategy
2.3	Such other ad hoc duties as required appropriate to the grading of the post.

3.	Summary

3.1	The salary paid is commensurate with ability and experience and reflects the expectations of the position held.

3.2	The salary paid reflects the requirement to attend evening and weekend meetings and events.  Time off in lieu at basic rate will be available in respect of these duties.
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Person Specification
Essential Skills & Experience
· Strong written and verbal communication skills.
· Experience in managing events, markets, or public-facing services.
· Ability to build positive relationships with diverse stakeholders.
· Organisational skills with attention to detail and the ability to manage multiple priorities.
· Competence in IT systems, including website content management and social media platforms.
· Knowledge of health and safety requirements in public spaces.
Desirable Skills & Experience
· Previous experience in local government or community engagement.
· Understanding of market trading regulations and licensing.
· Experience in financial administration (e.g., invoicing, stallholder payments).
· Creative approach to problem-solving and service improvement.
Working Conditions
· Office-based with regular site visits to market locations.
· Requirement to work occasional weekends and evenings to support market operations and council events.
· Role involves outdoor work in varying weather conditions.

