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Job Description and Person Specification


Last Updated
April 2026

Job Title
Parks Development Officer

Service Area
Environment and Operations

Grade
Grade 6

Reports to
Parks and Open Spaces Manager

Location
Muriel Matters House, TN34 3UY

Purpose of the Job
Represent the council as a highly qualified and experienced officer, supporting the Council’s objective to provide safe, accessible, and well managed Parks and Open Spaces. Supporting the Parks & Open Spaces Manager to achieve high levels of quality and safety through the diligent management of all HBC sites and assets.





Job Description
Main Responsibilities
· Support and contribute to the successful management of Parks and Open spaces across the Borough, ensuring that the council’s objectives are achieved, legal and statutory obligations are complied with, that sites are protected, and that customer satisfaction is maximised. 

· Leading in park development projects, ensuring that they align with the local government policies, regulations, and national priorities, including updating management plans and coordinating Green Flag applications.

· Oversee feasibility studies to determine the best use of land for park development. Engaging in consultation, preparing plans and designs, arranging meeting with external agencies/consultants and keeping necessary councillors and service areas updated.

· Contribute to the identification of funding streams, development and execution of funding applications including preparing and submitting funding bids for agreed projects. 

· Engage with local communities to understand their needs, developing partnerships by organising public consultations, workshops, and surveys as part of the commissioning process for a new strategy, and ongoing monitoring of the delivery. 

· Undertake regular performance monitoring and health & safety inspections of all sites, contractors, and service-related work in line with HBC policies and agreed working practices, ensuring that adequate records are maintained and accessible upon request, and that work has been completed to a high standard and as instructed.

· Monitor and protect the habitats, biodiversity and wildlife of parks, open spaces, and nature reserves, contributing to the maintenance & management of the town’s diverse range of well maintained, safe green spaces and Woodlands including allotments, waterways, playgrounds, leisure and sport pitches, Multi use games areas, Skate Parks and Heritage sites.

· Investigate and resolve enquiries and complaints regarding parks and open spaces from a range of stakeholders including the public, councillors and HBC officers relating to all sites and infrastructure, ensuring a high standard of service is provided and that a safe environment is maintained.




· Coordinate repairs & renewals on public realm assets as appropriate, working and liaising closely with Parks and Open Spaces Team, Operational Services (DSO), and approved external contractors. 

· Maintain and update appropriate electronic information data and systems used by the Parks and Open Spaces Team and wider council. 

· Provide support and cover for manager, officers and lead officers where appropriate and deputise as necessary, particularly as regards to attendance at multi-agency meetings and appointments.

General Responsibilities
· Participate in an annual performance appraisal based on agreed objectives that are linked to the Council’s corporate objectives and priorities.

· Ensure that all duties and services provided are in accordance with the Council’s Equalities and Diversity policies and procedures.

· To comply with individual responsibilities, in accordance with work role for health and safety in the workplace.

· Ensure that all duties and services provided are in accordance with the Council’s Child and Vulnerable Adult Protection policies and procedures.

· All employees may be called upon to assist with a range of elections duties for the Council on an occasional basis when elections are called. Participation in elections duties is subject to the terms and conditions as determined from time to time by the Returning Officer or Central Government. 
 
· All employees will ensure that duties and services provided are in accordance with the Council’s climate change strategy and action plan.

· Undertake such other duties and tasks appropriate to the grade and character of work such as changes in information systems and new technology as may reasonably be required. Therefore, the above list of key result areas in this job description should not be regarded as exclusive or exhaustive.

The Council may, at any time and if relevant to the post, require a Basic, Standard or Enhanced DBS (Disclosure and Barring Service) Check to be carried out. An enhanced check provides details of a person’s convictions, cautions, reprimands and warnings held on the Police National Computer. In addition, it includes a check of the relevant barred list and any locally held police force non conviction information considered relevant to the job role, by the relevant Chief Police Officer(s). Please see below Person Specification if a DBS check is required for this post. 

The information received from the DBS service will be kept confidential and the information will be objectively assessed to establish whether you are suitable for the position. We will ensure that conviction information is not misused and that ex-offenders are not treated unfairly. 
The key result areas to this post are set out in this job description. It should be noted that the Council reserves the right to update the job description from time to time to reflect changes in or to the post after consultation about any proposed changes. Significant permanent changes in duties and responsibilities will require revisions to be made to this job description.

















Person Specification
Job Title
Parks Development Officer
Essential Requirements
Qualification
1. English and Maths GCSE or equivalent 
2. Relevant Health and Safety qualification (e.g. IOSH Managing Safely, NEBOSH etc.)
3. Relevant Horticultural qualification or equivalent experience.  
Experience
4. Experience of work as part of a parks and open spaces team, or similar front line service.
5. Contract management experience with a significant background in performance management, service delivery management and budget management.
6. Working in successful partnerships, with the ability to demonstrate a strong track record of community engagement. 
7. Experience bidding for external funding opportunities.
Knowledge
8. Good working knowledge of horticulture and land management.
9. Good working knowledge of relevant health & safety legislation, and appropriate good working practices.
10. Good working knowledge of schedule of rates, bills of quantities, contract law, and specification writing.
Personal Aptitude and Skills
11. Commitment to high service standards and to learning from customer feedback and complaints.
12. Good IT skills and the ability to use Microsoft Word, Excel and database packages.
13. Excellent communication skills and able to build up good working relationships with colleagues across the Council as well as external agencies and organisations
14. Good negotiation and influencing skills
15. Good time management 
16. Budget development management skills
17. Problem solving skills
18. Ability to prioritise own diverse workload and assist staff in prioritising theirs.
19. Good report writing skills and ability to write policies and comprehensive reports
20. High level of motivational skills to ensure the commitment of staff and partners to the Council’s waste, cleansing, public realm and environmental objectives and targets.
21. Good public presentation skills.
22. Ability to see waste and cleansing services in their wider strategic context and in their significance both locally and nationally.
Behavioural Approach
23. Self-Motivated.
24. Confident
25. Assertive yet diplomatic




26. Entrepreneurial/commercial
27. Ability to work to deadlines & prioritise own workload and others.
28. Flexible
29. Ability to motivate and inspire commitment and achieve improvement. 
30. Ability to manage and motivate staff to adapt to the changing needs of the Council.
31. Satisfactory attendance record (normally less than 5 days absence in a year) but taking into account individual circumstances.
32. Commitment to the importance of waste and cleansing services in the delivery of the wider environmental agenda.
33. Commitment to working alongside elected Members, partners and others to ensure clarity and effective working.

Further behavioural information can be found in our Management Competency Framework which is included in this pack.  Interviews will include competence-based questions and our managers are appraised against the framework as part of our performance management process.
Circumstances
34. Ability to travel throughout the Borough. 
35. Able to work evening meetings as required.

The above qualities will be assessed in the first instance on the application form and again at the interview stage if selected.
DBS Check Requirements
This role does not require a DBS check.
Desirable Requirements
Qualification
36. Degree or equivalent. 
37. Membership of relevant professional bodies. 
Experience
38. Experience of managing a diverse staff team. 
39. Experience of managing services within a commercial business environment. 
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