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Dorset Association of Parish & Town Councils

JOB DESCRIPTION
	Job Title
	Chief Executive  – Part Time



	Location
	Colliton Annexe, Colliton Park, Dorchester, DT1 1XJ



	Grade
	

	Reports to
	Executive Committee of DAPTC, headed by its Chairman


	Manages/Supervises
	All DAPTC staff, honorary posts and volunteers



	Main Job Purpose


To provide officer leadership to the Dorset Association of Parish and Town Councils (DAPTC).

	Main Job Roles


· The lead professional advisor to the DAPTC members councils.
· To represent the association and the parish and town council tier of local government in Dorset in public sector and other partnerships
	Main Responsibilities and Duties (not in any order of priority)


· To represent the DAPTC on strategic issues at national, regional and county levels.
· To raise the profile of the DAPTC across all tiers of local government and public services across Dorset.
· To increase awareness of the role of parish and town councils with organisations across Dorset.
· To encourage non members to join to retain existing member councils to remain.
· To seek to secure and increase external funding for DAPTC and alternative income streams.
· To provide legal and technical advisory services to member parish and town councils.
· Strategic management of DAPTC services and the DAPTC office.

· Line management of all DAPTC staff, honorary posts and volunteers.
· The strategic organisation and manage training courses, seminars, conferences and events.
· The strategic organisation of meetings and the preparation of papers for the Executive and AGM.
· To ensure the implementation of decisions reached and policies agreed by the Executive Committee.
· Liaison with officers at regional level, the National Association of Local Councils (NALC) and in other tiers of local/national government.
· To provide relevant information to the clerks of member councils and area meetings, through a variety of communication channels.
· Support to the County Accreditation Panel for the Local Council Award Scheme.
· Coordination and liaison with approx 160 member councils will be required.
ADDITIONAL INFORMATION
· The work will require attendance at the AGM and quarterly meetings of the DAPTC Executive and Area Committees, as well as regional and national seminars and conferences.
· Attendance at liaison meetings with senior principal authority officers and councillors will be required.
· Some evening and occasional weekend working is required.

· Regular travelling, sometimes with light equipment, to various locations within and outside the county is required.
· There will be work content of a sensitive/confidential nature.
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