
JOB DESCRIPTION
TOWN SERGEANT

Overall Responsibilities:
The main responsibility of the Town Sergeant is to provide civic and ceremonial support to the Mayor of Ramsgate and to transport the Mayor to and from official engagements and functions, ensuring their safety and well-being. The Town Sergeant is responsible for supporting the Mayor at events and will have a public role in representing the Town and promoting its values. The job mixes a range of roles as ambassador, diplomat, adviser, and guide.

Specific Responsibilities: 

1. To accompany the Mayor and/or Deputy on their busy schedule of civic engagements and functions.

2. To chauffeur the Mayor at all functions where the Mayor and associated parties require the services of an attendant/driver - driving a car provided by the post holder or, if the Mayor prefers, the Mayor’s own car.

3. To be responsible for collecting the civic regalia from The Custom House and returning back after any function which the Mayor attends.

4. Be responsible for the maintenance and security of the civic regalia and historic items.

5. To marshal civic parades/processions.

6. To proceed in front of such processions as and when required carrying the mace and to acquaint himself/herself with the necessary ceremonial procedures relating to the use of the mace.

7. To be able to interact positively with dignitaries, visitors, staff, and councillors across a variety of roles and tasks.

8. To wear the necessary uniform (provided by the Council) at ceremonial functions.

9. To attend full robed meetings of the Council.

10. To act as Toast Master at any organised civic or social function organised by the Mayor or Council as and when required.

11. To be responsible for the safety of all the Mayoral Insignia and robes and to assist the Mayor in all aspects of civic function dressing on all civic and ceremonial occasions as required. 

12. To ensure their vehicle is kept clean and polished both internally and externally to the order expected of vehicles used for civic purposes.

13. To undertake routine vehicle maintenance, including checks on oil, water, tyres, lights, and windscreen fluid. 

14. To undertake effective planning of routes to ensure prompt attendance at events.

15. To take responsibility for the security and care of Mayoral chains.

16. To assist at Civic functions as allocated by the Town Clerk.

17. To comply with Town Council’s policies and guidelines in respect to health and safety.

18. Any other duties appropriate to the post, agreed mutually between the post holder and the Town Clerk.

Responsible to: The Town Clerk

It is important that the Town Sergeant can work with and relate to people from a wide range of backgrounds. As a result, they will need to be personable, adaptable, and flexible, and be able to think on their feet to meet the requirements of the Mayor and the people they meet. They will also need a full and clean driving license.

The successful candidate will also need to be reliable, discreet, and punctual. We are looking to recruit someone who holds all these qualities to drive and accompany the Mayor to official mayoral engagements so they will be expected to be available as and when required to accompany the Mayor. This will include being able to work in the evenings, weekends, and Bank Holidays.

Working Hours
The post holder will be expected to work flexible hours each week which will normally be between 15 hours per week. There will be some weeks when there will be a variation to this working pattern, pro rata.
The post holder will be expected to be available to work every day of the week and occasionally later in the evening depending on the engagements the Mayor attends.



PERSON SPECIFICATION
		
	Qualifications
	· Have use of an appropriate 4 door vehicle. 
· Possess a clean, current, and valid DVLA driving license.
	Essential
Essential

	Knowledge and Experience
	· Previous driving experience.
· Demonstrable experience of a positive and customer focused approach to dealing with the public and all other contacts.
· Previous Town Sergeant experience.
· Have knowledge of civic protocol.
· Driving knowledge of Thanet and East Kent roads.
· Marshalling of civic parades.
	Essential

Essential


Desirable
Desirable
Desirable

Desirable


	

	Personal Skills
	· Effective written and oral communication.
· Able to drive safely within legal limits. 
· Able to stay calm under difficult circumstances.
· Able to conduct minor routine servicing of the motor vehicle.
· Able to plan and work on own initiative. Including route planning.
· Able to be flexible in working arrangements and hours, including occasional evening, weekend, and Bank Holiday working.
· Able to take reasonable care to look after their own health and safety.
· Able to work as part of a team. 
· Able to take part in civic events.
· Have an interest in Civic protocol and procedure or willingness to learn.  
· Can carry a weight no less than 23 kilos’ (51lb). This is the weight of the Ceremonial Mace.

	Essential

Essential

Essential
Essential

Essential
Essential
Essential



Essential

Essential
Essential
Essential
Essential

Essential



	
In additional you will need appropriate business insurance for your car, for which any additional premium will be covered by Ramsgate Town Council.
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