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OUTLINE JOB DESCRIPTION

REGENERATION DEPARTMENT

Asset Management

	
POST

TITLE
	Allotment Officer
	POST

REFERENCE
	0
	0
	2
	0
	
	

	
	
	
	


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the work content of their post and the role they are to play in the organisation.  However, the following points should be noted:

        1
Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Broad headings, therefore, may have been used below, in which case all the usual associated routines are naturally included in the job description.

2 Officers should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform and these will be taken into account when the post is reviewed.

3 Bradford is an Equal Opportunities Employer and requires its employees to comply with all current equality policies both in terms of equal opportunity for employment and access to the Council Services.

4 The Council is committed to making any necessary reasonable adjustments to the job role and the working environment that would enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

PRIME OBJECTIVES OF THE POST:
To be responsible for the efficient and effective management, administration and promotion of the Council's allotments.   
SUPERVISORY/MANAGERIAL RESPONSIBILITIES:
One Allotments Clerk to assist the post holder.

SUPERVISION AND GUIDANCE:
Receives guidance on policy matters from the Land and Property Manager,

RANGE OF DECISION MAKING:
Works on own initiative, within the broad guidelines set by the Land and Property Manager  in line with current Council and departmental policy and taking day-to-day decisions within these parameters.  

RESPONSIBILITY FOR ASSETS, MATERIALS ETC:
Responsible for the management of the land used for allotments.

Responsible for the efficient management of the annual allotments budget, both income and expenditure.

Service responsible for computer hardware and software and office equipment used in the provision of the service responsible for maintenance and security of record systems with the service.

CONTACTS:

Council Officers

Elected Members
Relevant Government Departments
Statutory Undertakers

Horticultural Societies

Contractors

Press

Police

Universities

Members of the Public

RANGE OF DUTIES:
1.
To manage the allotments in accordance with Council policies including sustainability and equalities.
2. To prepare and advise on current and future Council policies in relation to the 


management of allotment plots.

3.
To promote the use of the Council's allotment belts including organising the production of publicity material, (e.g. information leaflets and update as necessary).  To organise and participate in regular promotional events for allotments including the management of appropriate press releases.

4. To research, prepare and edit the annual newsletter to allotment holders.

6.
To let the Council's allotments and to prepare and issue standard tenancy agreements for the production of food, keeping of small agricultural animals and Allotment Society use and issue instructions for rent charging.

7.
To deal with all queries both written and oral on allotment matters including the granting of permission for the erection of structures.

8. To co-ordinate schemes with external parties for improving individual allotment sites.

9.
To maintain accurate records of all allotments and garden tenancies granted.

10.
To prepare and maintain up-to-date statistical information on all tenancies, sites, concessions granted etc.

11. To maintain and administer up-to-date waiting lists.

12. To maintain a systematic programme of allotment belt inspections and to inspect, at least once in any twelve month period, each allotment holding and maintain an accurate record of its condition.

13. To serve notices to terminate tenancies and secure possession of plots where there is a breach of the terms of the letting.

14.
To investigate complaints from any source of misuse of allotment land.

15.
To instigate the repair and maintenance of the Council owned communal areas associated with the allotment belts.

16.
To be responsible for the administration of the Council's concessionary rent policy relating to allotments.

17. To establish and promote regular liaison with the representative(s) of the self-administered allotment belts let by the Council.  To attend events and meetings of allotment lobbying groups, e.g. Allotments Action Group, BEAT, Allotment Societies, to represent Asset Management and promote allotment use.

18. To keep abreast of legislation affecting allotments and the availability of external funding for the improvement of allotments.

19.
To liaise with the statutory undertakers regarding the use of services crossing allotment land.

20.
To deal with queries concerning horticultural matters.

21.
To be responsible for reducing wastage of water on allotment belts and in particular for turning off water supplies at the end of each season and for its restoration at the commencement of the following growing season.

22.
To attend committee meetings, Neighbourhood Forums and Area Panels, as required, to provide guidance and information on matters concerning allotments.

23.
To liaise, as appropriate, with environmental groups and agencies both within and outside the Council.

24.
To assist in the preparation of court cases on matters that relate to the Council's allotments.

25. To liaise with officers of other Departments of the Council on all matters relating to allotments.

26.
To assist in the future development of quality systems for the Unit and as appropriate carry out duties in accordance with the stated or implied requirements of these systems.

27.
Bradford is an Equal Opportunities employer and as such employees are required to comply with good Equal Opportunities practice in every aspect of their work.

28.
To be accountable for those appropriate responsibilities as set down in the Council’s Health and Safety Policies and in addition to take reasonable care for their own health and safety and that of others who may be affected by the work of the post-holder.
29.
To carry out any other duties as required, which are reasonable in terms of the nature and level of the post.
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