
 
 
 

Current Management of Staff at  
Woodbridge Town Council 

 
This report is written to show councillors, especially those new to the Council, that 
the Council has always had responsibility for the staffing matters and for the 
management of the Town Clerk.  Set out below is the current management of staff at 
Woodbridge Town Council. 
 
The staffing structure is represented by the following organogram: 
 

 
 

As Town Clerk, my Contract of Employment states that I am line managed by ‘the 
Mayor and Chairman of Finance and Staffing Committee, who will act for the Town 
Council’.  It goes on to state ‘your appraisal will be held with the Chairman of the 
Finance Committee who will notify you accordingly’.  My appraisal and half year 
review have been completed.  Either of my line managers would sign my leave pass 
and both would have overseen sickness absence had I had any.   
 
The recruitment and selection process for my role was carried out by a panel from 
the Finance and Staffing Committee and included the Chair, Mayor and Deputy 
Mayor. 
 
All other staff contracts say they are line managed ‘by the Town Clerk who will act for 
the Town Council’.  I carry out their appraisals, carry out training needs analysis and 
organise training.  I approve their leave and manage sickness absences and report 
these to my line manager. 
 
As Town Clerk, my job description states: 
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• Manage the Council’s employees effectively and work with the Council and its 
Finance and Staffing Committee to help ensure that there is an effective 
employment and recruitment framework. 

• Be the Council’s principal adviser on policy matters, securing relevant 
specialist advice and monitoring and reporting on policies are required; 
ensuring the Council is advised of any significant local and national 
developments and initiatives affecting the Town Council. 

• Be responsible for Health and Safety, Equality, Data Protection and all other 
statutory roles, as appropriate and important to the smooth and lawful running 
of the Council. 

 
 
 
 
 
 
 
 
 
 
 
 


