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Wimborne Minster Town Council
Project Support Officer Recruitment Pack


Introduction 
Thank you for your interest in this role with Wimborne Minster Town Council. The Council has come a long way in the last few years, delivering a five-year Strategic Plan and developing our team and services to meet the increasing demands of a rapidly growing town. 
The Town Council recently achieved Quality Silver Council Status, and is committed to maintaining high standards of governance, service delivery and community engagement. Our current projects include:
	• a tourist information service
	• a Climate Action Plan

	• Town of Culture 2026 project
	• Neighbourhood Plan

	• youth service
	• Safer Spaces Scheme

	• re-purposing to two telephone boxes       
	• community lottery fund

	• review of Dorset Council assets relevant to the town under double devolution.



We need someone who is organised, detail-oriented, and passionate about supporting projects that make a real difference to our community. This role offers an excellent opportunity to gain diverse experience across various Council projects, particularly our exciting climate action initiatives, youth services, wellbeing initiatives and strategic priorities. The job description gives the details of the person we need. Is this you?

Advert - Project Support Officer
· Permanent, part time 20 hours per week.
· Salary  - NJC LC2 (SCP 13-23) £29,064 - £34,434 FTE (pro rata)
· Membership of the Local Government Pension Scheme and training support.
· Location - office based at the Town Hall, 37 West Borough, Wimborne Minster BH21 1LT (9am to 1pm). 
· Annual holiday entitlement of 23 days rising to 28 days after 5 years' service (pro rata     for part-time hours), including paid time off for public holidays
Wimborne Minster Town Council is looking to appoint an organised, motivated Project Support Officer to provide essential support for the Council's projects, priorities and day-to-day administrative operations during a period of significant growth.
The role will work closely with the Town Clerk and Deputy Town Clerk to support the delivery of key projects within our five-year Strategic Plan, including our Climate Action Plan, Town of Culture 2026, and other community initiatives. You will provide project coordination, research, data analysis, and general administrative support.
The ideal candidate will have a degree in business administration, project management or a related field, with experience in project coordination, preferably within public sector or local government settings. You will be an excellent organiser with strong IT and communication skills, able to manage multiple tasks simultaneously and work collaboratively with colleagues and stakeholders.
You will find application instructions at the end of this information pack.
The deadline for applications is Monday 16 February 12pm, shortlisting will take place on Tuesday 17 February and interviews will be held on Friday 20 February or Monday 22 February at the Town Hall in Wimborne. The interview panel will consist of the Town Clerk, Deputy Town Clerk, and a town councillor. All candidates invited to interview will be required to deliver a 10-minute presentation to the interview panel (details to be confirmed on invitation to interview).
If you would like any further information, or an informal conversation, please contact Louise Harrison on 01202 022831 or email louise.harrison@wimborne.gov.uk

Job description
Job title: Project Support Officer
Reporting to: Town Clerk 
Responsible for: none
Overall purpose:
The Project Support Officer will work closely with Town Council staff to deliver project coordination and administrative support across a range of strategic initiatives, particularly the Council's Climate Action Plan and other priorities within the five-year Strategic Plan and annual Action Plan.
Main responsibilities:
1. Project support and co-ordination
· Collaborate with stakeholders and liaise with colleagues to drive forward various projects within the Town Council's five-year Strategic Plan and annual Action Plan in terms of support and implementation.
· Provide project support to a range of projects and service reviews, including the delivery of the Climate Action Plan.
· Assist with project planning, monitoring progress, and ensuring projects stay on track.
· Update project documentation, maintain project files, and ensure accurate record-keeping.
· Support the preparation of project reports and presentations
2. Research and analysis
· Carry out research, data gathering and analysis on project-related topics
· Interpret findings and present results in a range of formats suitable for different audiences
· Conduct environmental scans and best practice research to inform project development
· Support evidence-based decision making through quality research
3. Administrative support
· Provide general administrative support including managing diary invites and arranging meetings
· Take notes at meetings and prepare accurate minutes and action logs
· Update project documentation, spreadsheets, and databases
· Deal with correspondence and communications relating to projects
· Maintain filing systems (electronic and paper) to ensure information is easily accessible
· Support the organization of events, workshops, and community engagement activities
4. Stakeholder engagement
· Liaise with internal staff, councillors, and external stakeholders as required
· Support community consultation and engagement activities
· Assist with the preparation of communications materials
· Build and maintain positive working relationships with partners and stakeholders
· Assit and support functions and events (outside normal working hours when necessary)
6. Additional Responsibilities
· Undertake any other appropriate duties as determined from time to time by the Town Clerk to achieve the aims and requirements of the Council, including covering other posts in times of absence
· Maintain confidentiality on matters deemed confidential by the Town Council
· Continue to develop professional knowledge and skills through ongoing learning

Person specification
This person specification outlines the essential and desirable qualities required for the role, along with how each criterion will be assessed during the selection process. All criteria marked as "Essential" are the minimum requirements for the role – candidates will be expected to demonstrate these through the stated assessment methods.
We are committed to fair and inclusive recruitment. We welcome applicants from all backgrounds and will ensure that our process is transparent, unbiased, and aligned with our equality and diversity principles.
	Criteria
	Essential
	Desirable
	Assessment  methods

	1. Education and   qualifications
	· Degree level in business administration, project management or related field
	· Relevant project management certification (e.g., PRINCE2)
	Application form and certificates

	2. Experience and knowledge
	· Experience in project management/coordination, preferably within a public sector or local government setting
· Experience conducting research and presenting findings
· Experience working with community groups or stakeholders
· Administrative experience including diary management, meeting coordination, and correspondence handling
	· Demonstrable experience of supporting multiple projects simultaneously 
· Experience in climate resilience or environmental projects
· Experience with service reviews or process improvement initiatives 
· Knowledge of local government structures and processes
	Application form and interview

	3. Skills and 
   abilities
	· Strong organisational and time management abilities 
· Excellent IT skills including proficiency in Microsoft Office 365 (Word, Excel, PowerPoint, Outlook)
· Excellent communication and interpersonal skills, both written and oral
· Ability to handle multiple tasks simultaneously and meet deadlines
· Detail-oriented with strong problem-solving capabilities
· Ability to work both independently and as part of a team 
	· Proficiency in project management software
· Familiarity with project management methodologies
· Experience with data analysis tools or software
· Website or content management systems experience
	Application
form and
interview

	4. Communication and engagement
	· Strong written communication skills – able to draft clear notes, reports, and correspondence
· Effective verbal communication skills for liaising with colleagues, councillors, and external partners
· Professional and diplomatic approach when dealing with diverse stakeholders 

	· Experience of preparing communications materials for public audiences
· Experience facilitating meetings or workshops
· Understanding of community engagement approaches
	Application
form and
interview
including
presentation
exercise.


	6. Personal   
   qualities
	· Self-motivated with a proactive work ethic
· Flexible and adaptable to changing priorities
· Commitment to the Council's values and the principles of equality, diversity and inclusion
· Professional, reliable, and trustworthy
· Enthusiastic about supporting projects that benefit the community
· Willing to occasionally attend evening meetings or weekend events when required
· Interest in climate action and environmental sustainability
· Commitment to ongoing professional development 
	
	Interview.



Application form
Application is by submission of a covering letter and completion of the application form below. 
[bookmark: _Hlk218519644]Please return your completed application form by e-mail to louise.harrison@wimborne.gov.uk marked “Private and confidential”, along with the Equality and Diversity Monitoring Form below. 
Application form guidance:
•	Please complete all sections of the application form to the best of your ability and only append additional sheets when you have run out of space. If you have any additional needs, please tell us about any adjustments we may need to make to assist you with the selection process.
•	Information in support of your application - this is your opportunity to tell us why we should offer you the position so please give your reasons for applying for this post and explain how you meet the person specification, in particular the essential criteria, ensuring that you give evidence and examples of how your skills, knowledge and experience meet these short-listing requirements. If further space is needed, please continue on a separate A4 sheet.
•	A minimum of two references are required, and we would prefer them to be your two most recent employers including your current employer if you are in employment. References will be taken up if you are the successful candidate following the interviews and will be conditional on your appointment to the post.
•	CVs will be accepted along with this application form.
As this position requires regular travel, if you do not have a driving license or access to private means of transport, you will need to demonstrate how you will meet these criteria. Wimborne Minster Town Council is committed to equality of opportunity and actively welcomes applications from all suitably qualified candidates.


	
 CONFIDENTIAL
Please complete the form in black ink, complete all sections, 
additional sheets may be attached where necessary


	
Post applied for

	




	
Where did you see the post advertised?
	



This will help us with advertising future posts

	
1. Personal Details


	

Surname    …………………………………

First name……………………………………..

Address   ……………………………………

………………………………………………..

……………………………………………….


Post Code   ……………………………….

	

Mr / Mrs / Miss 

Best telephone number for contact:

…………………………………………………..

Personal email 

………………………………………………….
This email address will be used to communicate with you throughout the recruitment process.


	
2. Immigration, Asylum and Nationality Act 2006


	
It is a criminal offence to employ persons whose immigration status prevents them from working in the United Kingdom. Prior to appointment, you will be required to provide evidence of a passport or other documents on the approved list to satisfy us that the Asylum and Immigration Act 1996 is being complied with.

Do you require a work permit to work in the UK? 


Yes                                                                    No


If yes, please provide details:

   ……………………………………………………………………………………….
       
   ……………………………………………………………………………………….





	
3. Relationship to any councillor/employees of Wimborne Minster Town    
Council


	
To your knowledge, are you related to any member or employee of the above council? 

Yes                                                                    No


If Yes, please provide details:
     
   .………………………………………………………………………………………………..

Failure to disclose such a relationship and/or canvassing will disqualify from appointment, and if appointed may be dismissed without notice.


	
4.   Professional Membership


	Organisation
	Membership Status
	Date Awarded

	
	
	

	
	
	

	

	
	

	
	
	





	
	
	

	
	
	

	
5. Education and Qualifications (Secondary/College/University etc)


	School/College/
University etc 
	Qualifications
(State level and subject)
	Dates
	Grades

	
	
	
	

	

	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	





	
	
	

	
	
	
	




	
6. Present/Most Recent Employment




Name and address of employer: 


Date employment commenced:                               Date employment ended (if applicable):
  

Job Title:


Notice period required:                                            Current salary:



Key responsibilities:










































	

	
7. Previous Employment (most recent first)
  

	Name and Address of Employer
	From
	To
	Job Titles 
	Reason for Leaving

	

















































	
	
	
	

	
8. Training
This includes trade/professional training, government training schemes, apprenticeships, short courses, and secondments

	
Course Title 
	
Organisations
	
Date

	
















	
	

	
9. Membership of Professional Institutes

	
Institute
	
Level of membership
	
Year of award

	

















	
	

	
10. Other experience

Details should be given for any period not accounted for by full-time employment, education and training, e.g. unemployment or voluntary work.


  

	
Experience
	
To / From


	









	

	
11. Information in support of your application
If further space is needed, please continue on a separate A4 sheet
  

	

































	
12. Other experience and interests
Please include any voluntary work you undertake which may be relevant to this post, interests and details for any period not accounted for by full-time employment, education, and training.


	
Experience
	
To / From


	







	

	
13. References
Please note that referees will not be contacted prior to interviews. References will be taken up once an offer has been accepted by the successful candidate.
  

	Name:

	Name:

	Address:




	Address:

	Telephone Number:

	Telephone Number:

	
Email: 

	
Email:

	Occupation:

	Occupation:

	How long have you known this person and
in what capacity?







	How long have you known this person and
in what capacity?

	
14. Rehabilitation of Offenders Act 1974


	Please give details of any “unspent” convictions as defined in the Rehabilitation of Offenders Act 1974. Unless the nature of the position permits our Interview Panel to ask questions about your entire criminal record we only ask about “unspent” convictions. A criminal record will not necessarily be a bar to obtaining a position with the council.







	
15. Additional information


	Do you hold a current driving licence?

Yes /No

If YES, please state the type of licence
you hold:



	Are you a car owner? 

Yes/No

If no, do you have access to a car? 

Yes/No

	
Do you have any current endorsements? Yes/No

If YES, please specify:



	
16. Declaration


	
I declare that the information contained in the application form is true and correct and I understand that any false or misleading information, or omissions concerning criminal
convictions, may disqualify my application or may render my Contract of Employment, if I
am appointed, liable to dismissal without notice.

Data protection - if I accept employment with Wimborne Minster Town Council, I consent to my personal information being held by them for the administration of my Contract of Employment.


Signed:                                                                                Date:


Name:






[bookmark: _Hlk105337698]Equality and Diversity Monitoring Form
Wimborne Minster Town Council wants to meet the aims and commitments set out in its equality policy. This includes not discriminating under the Equality Act 2010 and building an accurate picture of the make-up of the workforce in encouraging equality and diversity. Council needs your help and co-operation to enable it to do this but filling in this form is voluntary. The information you provide will stay confidential and be stored securely and limited to only some staff in Council’s HR process.

	Gender:      Man ☐            Woman ☐          Non-binary ☐            Prefer not to say ☐
If you prefer to use your own term, please specify here:…………………………………

	Are you married or in a civil partnership? Yes ☐        No ☐        Prefer not to say ☐

	Age 
16-24 ☐     25-29 ☐     30-34 ☐     35-39 ☐     40-44 ☐     45-49 ☐     50-54 ☐     55-59 ☐ 60-64 ☐     65+ ☐        Prefer not to say ☐

	What is your ethnicity?
Ethnic origin is not about nationality, place of birth or citizenship. It is about the group to which you perceive you belong. Please tick the appropriate box.

White: English ☐ Welsh ☐ Scottish ☐ Northern Irish ☐ Irish ☐ British ☐ Gypsy or Irish Traveller ☐ Prefer not to say ☐ Any other white background: ………………………………
Mixed/multiple ethnic groups: White and Black Caribbean ☐ White and Black African ☐ White and Asian ☐ Prefer not to say ☐ Any other mixed background:……………………..
Asian/Asian British: Indian ☐ Pakistani ☐ Bangladeshi ☐ Chinese ☐ Prefer not to say ☐
Any other Asian background:……………………………..
Black/ African/ Caribbean/ Black British: African ☐ Caribbean ☐ Prefer not to say ☐
  Any other Black/African/Caribbean background:…………………………………
Other ethnic group:  Arab ☐ Prefer not to say ☐ Any other ethnic group: …………….


	Do you consider yourself to have a disability or health condition? Yes ☐ No ☐ 
Prefer not to say ☐
What is the effect or impact of your disability or health condition on your ability to give your best at work? ……………………………………………………………………………….
The information in this form is for monitoring purposes only. If you believe you need a ‘reasonable adjustment,’ then please discuss this with Council. 

	What is your sexual orientation?
Heterosexual ☐ Gay woman/lesbian ☐ Gay man ☐ Bisexual ☐ Prefer not to say ☐ 
If you prefer to use your own term, please specify here:…………………………………….

	What is your religion or belief?
No religion or belief ☐ Buddhist ☐ Christian ☐ Hindu ☐ Jewish ☐ Muslim ☐ Sikh ☐ Prefer not to say ☐ If other religion or belief, please write here:…………………………………….

	What is your current working pattern?
Full-time ☐ Part-time ☐ Prefer not to say ☐

	What is your flexible working arrangement?
None ☐ Flexitime ☐ Staggered hours ☐ Term-time hours ☐ Annualised hours ☐ 
Job-share ☐ Flexible shifts ☐ Compressed hours ☐ Homeworking ☐ Prefer not to say ☐ If other, please write here:……………………………………………………………………….

	Do you have caring responsibilities? If yes, please tick all that apply: 
None ☐      Primary carer of a child/children (under 18) ☐ 
Primary carer of disabled child/children ☐ 
Primary carer of disabled adult (18 and over) ☐ Primary carer of older person ☐ Secondary carer (another person carries out the main caring role) ☐ Prefer not to say ☐




GDPR Privacy Notice 
As part of any recruitment process, Wimborne Minster Town Council (the Council) collects and processes personal data relating to job applicants. Council is committed to being transparent about how it collects and uses that data and to meeting its data protection obligations under the General Data Protection Regulation (GDPR). The purpose of this privacy notice is to make all job applicants aware of how and why we collect and use your personal information, both during and after a job application process.
What information does the organisation collect?
Council collects a range of information about you. This includes your name, address, and contact details, including email address and telephone number; details of your qualifications, skills, experience, and employment history; information about your current level of remuneration; whether or not you have a disability for which the organisation needs to make reasonable adjustments during the recruitment process; information about your entitlement to work in the UK, and equal opportunities monitoring information. Council collects this information in a variety of ways. For example, data might be contained in application forms, your passport or other identity documents, or collected through interviews or other forms of assessment. The organisation will also collect personal data about you from third parties, such as references supplied by former employers, information from employment background check providers including information from criminal records checks if appropriate. Council will seek information from third parties only once a conditional offer of employment has been made and will inform you that it is doing so. Data will be stored in a range of different places, including on HR management systems and on other IT systems (including email).
Why does Council process personal data?
Council needs to process data to take steps at your request prior to entering into a contract with you. It also needs to process your data to enter into a contract with you, for example to comply with the legal obligations in relation to eligibility to work in the UK before employment starts. Council has a legitimate interest in processing personal data during the recruitment process and for keeping records of the process. Processing data from job applicants allows Council to manage the recruitment process, assess and confirm a candidate's suitability for employment and decide to whom to offer a job. Council may also need to process data from job applicants to respond to and defend against legal claims. Council relies on legitimate interests as a reason for processing data and has considered whether or not those interests are overridden by the rights and freedoms of employees or workers and has concluded that they are not. Council processes health information if it needs to make reasonable adjustments to the recruitment process for candidates who have a disability. This is to carry out its obligations and exercise specific rights in relation to employment. For some roles, Council is obliged to seek information about criminal convictions and offences to carry out its obligations and exercise specific rights in relation to employment. Council will not use your data for any purpose other than the recruitment exercise for which you have applied.
Who has access to data?
Your information will be shared internally for the purposes of the recruitment exercise. This includes members of the Council, interviewers involved in the recruitment process, and IT contractors if access to the data is necessary for the performance of their roles. Council will not share your data with third parties unless your application for employment is successful and it makes you an offer of employment. The organisation will not transfer your data outside the European Economic Area.
How does Council protect data?
Council takes the security of your data seriously. It has internal policies and controls in place to ensure that your data is not lost, accidentally destroyed, misused, or disclosed, and is not accessed except by our employees in the proper performance of their duties.
For how long does Council keep data?
If your application for employment is unsuccessful, Council will hold your data on file for six months after the end of the relevant recruitment process. If your application for employment is successful, personal data gathered during the recruitment process will be transferred to your personnel file and retained during your employment.
Your rights
As a data subject, you have a number of rights. You can access and obtain a copy of your data on request; require Council to change incorrect or incomplete data; require Council to delete or stop processing your data (for example where the data is no longer necessary for the purposes of processing); object to the processing of your data where Council is relying on its legitimate interests as the legal ground for processing, and ask Council to stop processing data for a period if data is inaccurate or there is a dispute about whether or not your interests override the organisation's legitimate grounds for processing data.
What if you do not provide personal data?
You are under no statutory or contractual obligation to provide data to the Council during the recruitment process. However, if you do not provide the information, Council may not be able to process your application properly or at all. 
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