
Didcot Town council
JOB DESCRIPTION

JOB TITLE: Planning and Allotments Officer

ACCOUNTABLE TO: Planning and Environment Officer

OBJECTIVE: To support the Running of Didcot Town Council’s Planning and 
Development Committee, Allotments and Services 

JOB SUMMARY: To compile the agendas, reports and minutes for the 
Planning and Development Committee (and Working Groups to serve this 
Committee), to compile the agenda and minutes for the Allotment Liaison 
Group and manage the administration of the 5 Council run allotment sites.

MAIN DUTIES AND RESPONSIBILITIES:

1. To support Didcot Town Council on the delivery of the Council’s services. 

2. Create the planning lists (agenda), reports and minutes for the Planning 
and Development Committee and relevant Working Groups (Planning and 
Development Committee meetings are held every three weeks on a 
Wednesday evening). 

3. Create paper copies where necessary.

4. Attend and produce minutes for each meeting of the Planning and 
Development Committee – usually held on a Wednesday evening.

5. Post all agendas, minutes, and reports to the Didcot Town Council 
Website and notice board.

6. Create the agenda, reports, and minutes for the Allotment Liaison Group 
meetings – usually held on an evening. 

7. To help ensure the allotment waiting list is kept up to date.

8. To visit the allotment sites when needed. 

9. To offer vacant plots to those next in line on the lists and ensure tenancy 
agreements are produced, signed, and filed accordingly.
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10. Issues Inspection letters to allotment holders when required to do so, 
following allotment site inspections. 

11.Ensure all annual renewal invoices are sent out to allotment holders. 

12. Issue tenancy terminations when required to do so.

13.Liaise with Allotment Site Representatives to ensure all issues are dealt 
with in a timely manner. 

13.To attend training courses as required.

14.Any other duties commensurate with the post that may be required by the 
Planning and Environment Officer and the Town Clerk. 

This job description is not exhaustive and may be subject to review as the 
Council may direct. 

WORKING RELATIONSHIP:  The role requires excellent working 
relationships to be maintained with other members of staff, elected Members, 
other Councils, local organisations, groups, and community members.
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