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JOB DESCRIPTION 

 
Post:    Grounds Co-ordinator 
 
Hours:    Part Time - 22.5 hours per week –  

maternity cover for 12 months or until the postholder returns  
whichever is the earliest 

 
Salary:    JG4 
 
Responsible to:     Grounds Manager  
 
Management Relationships: 
 
The post will report directly to the Grounds Manager in supporting a range of 
functions within the Council’s Grounds Services.  To assist the Grounds Manager and 
Amenities Officer with the administration of Operational Grounds staff, 
Community Rangers, Casual/Agency Seasonal Staff as required. 
Working in close liaison with the Grounds Manager and Amenities Officer on the workflow and 
output of the operational team and providing administrative support for the department. Liaison 
with all internal and external stakeholders will be required to ensure delivery of a professional 
service including Cemetery administration, other departments, Love The Outdoors volunteers, 
elected members, contractors and the Community Resilience Team.  
 
Purpose of Role: 
Supporting the Grounds Manager in the successful day to day running of a professional service, 
primary functions include: - 
• Coordination of work streams with the Grounds Team Leader as required. 
• Responsibility for the PSS Live System. 
• Co-ordination Weston in Bloom Sub Committee and its initiatives. 
• Organisation and delivery of a range of Community Events across operational services. 
• Cemetery and burial procedures cover in the absence of the Amenities Officer. 
• Resolving operational public toilets and dog bin issues as well as responding to queries and 

complaints. 
• Work as part of the cross departmental Community Resilience Team to meet the needs of local 

people through supporting voluntary and community organisations in the town. 
 
Responsibilities and Objectives: 
 
Weston in Bloom: 
• Work with WIB in organising the Town’s entry into South West in Bloom. 
• Provide dedicated officer support to and attend all such meetings of the WIB Committee. 
• Compile WIB agendas, reports and minutes and deal with all matters arising from meetings as 

necessary. 
• Project manage identified WIB events as directed by the Council, within designated annual 

budget, including obtaining sponsorship. 
• Liaise with partnership organisations and compile method statements and risk assessments for 

WIB projects etc. 
• Attend meetings of the Community Services Committee where they relate to WIB initiatives as 

required. 
• Prepare relevant committee agenda reports relating to WIB initiatives. 
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• Work with the Volunteer Supervisor to ensure Coordination of volunteers who undertake 
planting and practical works for the WIB initiative. 

 
Community Events:  - Small Events Budget 
• Organise cross departmental events as directed by the Council, within designated annual 

budget, including obtaining sponsorship. 
• Liaise with partnership organisations and compile method statements and risk assessments for 

community events. 
• Attend meetings of the Community Services Committee where they relate to community 

events. 
• Prepare relevant agenda reports for the Committee and dealing with matters arising from 

meetings, as necessary. 
• Assist with civic functions and community events as required. 

 
Amenities Officer Cover: 
• Provision of cemetery administration cover in the absence of the Amenities Officer. 
• Ensuring that interment booking procedures are complied with. 
• Ensuring that accurate and complete record keeping for all stages of interment booking is 

achieved. 
• Process requests for purchase of burial plots and memorials. Arranging plots deeds as 

necessary. 
• Liaise with funeral directors, ground staff, grave diggers and memorial masons as appropriate 

to comply with established procedures. 
• Assist customer enquiries and respond to cemetery queries. 
  
Public Toilets Administration: 
• Process orders and refer technical / mechanical failure issues to contractors and service 

providers as appropriate. 
• Respond to complaints and queries in relation to the provision of Town Council provided public 

toilets. 
• Where required, assess query / complaint issues by visiting public toilets to check their 

operation prior to referring to contractors. 
 

Dog Bin Administration: 
• Process all requests from Councillors and members of the public for new dog bins. 
• Present all requests for new dog bins to Community Services Committee 
• Receive and resolve complaints. 
• Liaise with contractors regarding installation and/or relocation. 
• Liaise with contractor in respect of the cleaning and collection contract. 
 
Grounds Administration and Ranger Services: 
Supporting the Grounds Manager, responding and resolving queries in his/her absence  
• Act as project officer for project works such as major play area procurement  
• Attending Committees as required to report updates on various projects associated with the 

Grounds Service. 
• Primary administrator and responsibility for the PSS Live system, monitoring task completion 

and general performance (system PI’s), updating data sets where necessary and overseeing 
the work of other data inputters. 

• Coordinating routine operational tasks such as obtaining quotations. 
• Assist in responding to allotment queries as required in the absence of the Amenities Officer or 

Grounds Manager. 
• Work in close liaison with the Grounds Team Leader to ensure overall management and 

supervision of the Community Rangers and Operational Grounds staff. 
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• Provision of administrative support for department -  training and development, SDP and 
probation reviews, inductions and absence management etc. 

• Regularly liaise with the individual staff and Elected Members who will identify tasks in their 
individual wards. 

• Coordinate, monitor and progress the jobs and feedback to Ward Cllrs as required 
 

 Community Resilience: 
• Work as part of a response team of staff providing advice and support and dealing 

with referrals and queries sent via NS Together, Red Cross and other agencies and 
forward them to Helping People.  

• Support for social, environmental or other designated projects and initiatives in the 
local community as directed.  

  

 General: 
• Provide information and assistance to members of the public as a representative of 

the Town Council, as required  
• Comply with record keeping procedures in relation to finance, administration, data 

handling and health and safety. 
• Ensuring that systems and processes comply with Town Council Policy and 

Procedures. 
• Supervise staff in line with the Council’s adopted ‘Management Standards’. 
• Complying with the Town Council’s Equality and Diversity & Health & Safety and 

Safeguarding and Data Policies at all times. 
• Undergoing such training as shall be identified by the Grounds Manager.  
• Undertake any such other duties as reasonably requested by the Grounds Manager. 

 
This job description may be reviewed and amended, in consultation with the postholder, in 
the light of any organisational developments within the Council. 
 
 

 

 
 


