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ALLOTMENTS MANAGER
Job Description
Purpose of the role
To manage Rusthall Parish Council’s allotments service, overseeing the management of 130 
allotment plots over 3 sites and to provide a continued development of the facility.
Specific Duties and Responsibilities
1. 	To conduct regular inspections of all allotment sites, manage enquires from plot holders and liaise with the Allotment Committee.

 2. 	To maintain the waiting list of all sites, engage with applicants when plots arise and 
process new applications and key allocation. Ensuring that all waiting lists are maintained 
and managed appropriately.

 3.	To prepare, in consultation with appropriate members, agendas for Allotment Committee Meetings. To attend such meetings and prepare minutes for approval.

4.	To ensure that all agendas and minutes are posted on the noticeboards and website as required.

 5. 	To attend any informal meetings and socials as a representative of the Council.

 6. 	To plan and advertise the Annual Allotments Competition.

 7.	To plan and carry out the three formal inspections of the Allotments.

 8. 	To maintain all allotment site maps and ensure they are accurate

 9. 	To work with the Responsible Finance Officer to provide accurate updates and ensure all 
plot holder accounts are updated regularly. To process payments for key returns. 

10. 	To implement the Allotment Agreements’ Terms and Conditions.

11.	To liaise with contractors as necessary.

[bookmark: _GoBack]12. 	To keep the Parish Council website up to date with important allotment information.
Parish Council Office, Rackliff Centre, 26 Lower Green Road, Rusthall TN4 8TE     Phone: 01892 520161

image1.jpeg
@Rusthall

Parish Council




