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RECRUITMENT PACK


COUNCIL SUPPORT OFFICER
Scale LC1 (13-17) £29,064pa. up to £31,022pa.
37 hours pw 
LGPS Pension
Remote and flexible working available

www.penrithtowncouncil.gov.uk
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Unit 1, Church House, 19-24 Friargate, Penrith, Cumbria, CA11 7XR
Tel: 01768 899 773 Email: office@penrithtowncouncil.gov.uk

15 July 2026

Thank you for your interest in applying for the role Council Support Officer role at Penrith Town Council. This recruitment pack is designed to give you more information about the role and our organisation. We encourage all potential applicants to read this pack and hope it answers any questions you may have.
Please note that we only accept applications using our application form as this is aims to ensure we get all the information from you that we need to be able shortlist for interview. Please do not submit a CV as our shortlisting panel will only consider the information on the application form. Please ensure that you demonstrate why you would be suitable for this opportunity as well as your motivations behind applying.
If you have a disability or neurodiversity, we can provide support or adjustments that you may need throughout our recruitment process or any mitigating circumstance you wish for us to consider. Any information you share on your application will be treated in confidence.
Please apply by email to: Viv Tunnadine, Town Clerk at:
office@penrithtowncouncil.gov.uk
No later than 12 August 2026, noon. 
Please note we reserve the right to close this vacancy early if we receive sufficient applications to shortlist for the role. Equally we may readvertise the role if we so decide.
If you would like an informal discussion about the role and our organisation, or if you have any other questions, please call me on 07387705264. 
I look forward to reading your application.
Yours faithfully,
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Mrs Viv Tunnadine, Town Clerk
ABOUT US
Established in 2015, the Town Council is the most local level of government and is the voice for the community, endeavouring to contribute to the town, and support others and those groups who do the same. Over the last ten years we have grown taking on new responsibilities and delivering services and managing assets all with the aim of making Penrith a better place to live, work and visit. We own large allotment sites which are managed by an allotment association, important community green open spaces, the Musgrave Monument, bus shelters, benches, war memorial and Cornmarket bandstand.
In 2025, we adopted a new Business Plan setting out the Councils priorities and in 2024 the Councils Neighbourhood Development Plan for Penrith was successful at referendum. The Council also reviewed its climate strategy and launched a new strategy to achieve carbon neutrality for Penrith Town Council, engage the community on climate action, conserve and enhance local biodiversity, promote low emission transportation options and increase the number of green projects in Penrith
The Council comprises of 15 elected councillors across six wards and elections take place every four years. The Council is supported by a small team of officers to fulfil its ambitious plans and hopes for considerable growth in the delivery of a wider variety of services for the community in the coming years.
Penrith Town Council is committed to getting the best from you by providing access to appropriate mentorship, training and development throughout your employment.
We would like you to be motivated, highly organised and a quick thinker, showing an enthusiasm to learn and to be highly organised. We would expect you to have a high level of verbal and written communication skills.
You will work as part of a small supportive team with Council officers and Councillors. We recognise that everyone is different and that the way in which people want to work and deliver to their best is different for everyone. In this role, we can offer the following flexible working patterns:  
· Remote/hybrid working - working in the office and working from home.  
· Working flexible hours - flexing the times you start and finish during the day.
· Flexibility around school pick up and drop offs.
We subscribe to the National Agreement on Pay and Conditions of Service for Local Government Employees, providing enhanced terms of employment.
We will reimburse out of pocket costs and mileage at 45p per mile when driving on council business and will also provide reimbursement for lunch/dinner, travel and accommodation when you are working at events/meetings/conferences or undergoing training are away from the office.
The Council will support you at every stage of your career. Whether that means stepping up into a more senior role, taking on more responsibilities in your current role or broadening your skills and experiences.
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	Post Tile: 
 
	Council Support Officer

	Grade: 
 
	SCP  13-17 
37 hours

	Responsible to: 
 
	Community Services Manager

	Responsible for: 
	None (other than relevant community volunteers or externally funded project staff associated with the role)



	Purpose of the Job: 
 

	Provide high quality corporate and community services support across the whole organisation, to ensure staff and members are enabled to deliver the Council's strategic objectives.
 



	Duties and Responsibilities  
 

	1. 
	To provide corporate, administrative and democratic support services to all Council officers and Members.
 

	2. 
	To support the Events Manager to deliver community, civic and mayoral events.  

	3.
	To act as the deputy Planning Committee Clerk to support the Planning Clerk Committee to plan and deliver Planning Committee meetings both formal and informal and “acting up” in their absence after receiving appropriate training.

	4. 
	To provide administrative support to the Council Mayor, to Councillors and Council's staff. Attend operational meetings and take minutes as requested. Keep noticeboards and Civic/Council advertising up to date at all times, adhering to statutory deadlines. Efficiently manage stationery levels, ensuring supplies are available at all times. Utilise various software formats to prepare formal correspondence, and meeting information with a professional approach and attention to detail. 




	Duties and Responsibilities  


	5. 
	To support the delivery of the Town Council's public image, through the use of social media and other IT tools.
 

	6. 
	To be the public interface and first point of contact to the Town Council, with in-person, telephone, email, and internet callers, dealing sensitively and courteously with all enquiries. Promote the Town Council and its work to residents, businesses, and visitors.
 

	7. 
	To assist both the Business Manager & Communities Manager in ensuring the Council has a well organised, up to date asset and service monitoring in place carrying out assets, allotments, ward and town centre inspections and creating reports as and when required.
 

	8. 
	Work closely with other Officers to coordinate activities related to operational delivery, supporting new projects as required, by implementing decisions of Committees and Council.
 



	General for all staff

	This list is not exhaustive. It is provided to assist the post holder to know what the main duties are and represents a statement of the duties of the post but does not include all minor duties. It is inevitable that over time the nature of an individual job will change, and existing duties may be lost, or others gained without changing the general character of the duties or the level of responsibility entailed. As a result, the Council will expect this job description to be subject to revision.


	· Comply with the Council’s policies and procedures and work with the Council Team in the delivery of the Council’s priorities expressed in the Council Plan.
· Deal with correspondence or documents or bring such items to the attention of the Council, as necessary.
· Act as a representative of the Council as and when required.
· Promote and deliver fair, sensitive, and quality services as a commitment to and understanding of the Council’s approach to equality and diversity. 
· Maintain a working knowledge of relevant legislation, best working practices, and codes of practice: arrange and deliver briefings, training and reports to councillors.
· Comply with all data protection law in the processing of personal, and special data categories of personal data, in line with the Council’s full privacy and service privacy notices.
· Submit returns in respect of employee’s hours of work, overtime, annual leave, and sickness absence where appropriate.
· Liaise and develop relationships with external bodies, including other Local authorities, residents, businesses, and local organisations.
· Ensure all requests for information held by the Council are processed in accordance with the Council’s policy in respect of handling requests under the Freedom of Information Act 2000. 
· Responsible for your own continuing self-development and attend training and other courses as directed by the Council, to acquire the necessary professional knowledge required for the efficient delivery of the affairs of the Council.
· Take reasonable care for your health and safety and have regard to other persons who may be affected by the performance of your duties, in accordance with the provisions of Health & Safety legislation, and Council practice and procedures.



Any other duties and responsibilities as directed by the Council.

Note: Where relevant, the general statements contained in this job description should be considered in the context of their relationship with other Council policies, procedures, operating arrangements, and other statutory responsibilities of Officers. 
 
Date Produced: February 2026 
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	PERSON SPECIFICATION 

	
The Person Specification clearly describes the skills/abilities/personal qualities needed to successfully undertake the duties of the post. It is agreed by the Panel prior to advertising and is used as the sole means of selecting candidates for interview. 

In developing job descriptions & person specifications, the Council will have due regard to its commitment to equality & diversity by ensuring that job criteria are relevant to the successful undertaking of the job and do not indirectly or disproportionately disadvantage any individual on the grounds of gender, age, disability, race/ethnic origin, religion or belief, sexual orientation, caring responsibilities or social status, unless it can be justified on objective grounds. 

The person specification is used to decide if you are the right person for the job. 

The criteria marked "E" are essential prerequisites for the job and you are unlikely to be offered an interview if you cannot demonstrate these.

The criteria marked "D" are desirable aspects that help make candidates stand out, but we will provide full training and development in these areas if required. The criteria are assessed through the application form to shortlist for interview and at the interview itself.




	POST TITLE:      
	Council Support Officer



	ATTRIBUTES 
	ESSENTIAL:  
The minimum acceptable level for safe and effective job performance 
	DESIRABLE:  
The attributes of the ideal candidate 

	ATTAINMENTS/EXPERIENCE 
1.Educational 
(e.g. qualifications, membership of professional bodies) 
 
Experience of working in an admin role.

Completion of some formal training, preferably five GCSE’s/ NVQ Level 3 or equivalent, together with training, qualifications, or suitable experience in Information Technology such as ECDL, Microsoft office, etc.


3 A levels

Degree or equivalent
	 
      
 
 
 
 


E
  






E    
	 
      
 
 
 
D
      











D



	ATTRIBUTES 
	ESSENTIAL:  
The minimum acceptable level for safe and effective job performance 
	DESIRABLE:  
The attributes of the ideal candidate 

	ATTAINMENTS/EXPERIENCE 

2.Occupational 
(e.g. management experience) 
Experience in local government.

Customer service skills and experience.
	






	





D



	ATTRIBUTES 
	ESSENTIAL:  
The minimum acceptable level for safe and effective job performance 
	DESIRABLE:  
The attributes of the ideal candidate 

	SKILLS & ABILITIES 
(e.g. work ethic, motivation, judgement, initiative, analytical skills, problem solving skills, report writing skills) 
 
Excellent communication skills, orally and in writing. 

Excellent IT skills with strong knowledge of Microsoft packages, specifically including Word, Excel, and Powerpoint.

Knowledge of GDPR and
Freedom of Information
legislation; however,
training will be provided.

Understanding of confidentiality and capable of acting with integrity 

Experience of document management systems and / or database systems would be an advantage, as well as writing web content.

Good organisational skills, and ability to use own initiative and prioritise own workload.

	      





E


E









E







E
	      













D







D



	ATTRIBUTES 
	ESSENTIAL:  
The minimum acceptable level for safe and effective job performance 
	DESIRABLE:  
The attributes of the ideal candidate 

	SPECIAL APTITUDES 
(e.g. numerical skills, manual 
dexterity, driving licence) 

Team player, capable of forming positive working relationships with contacts at all levels.

Practical, not fazed by dealing with a diverse workload and used to managing time effectively.

Ability to communicate.
clearly both verbally (face
to face and telephone) and
in writing.

Ability to work with minimum supervision, a conscientious attitude, willing to learn new skills, be prepared to question and seek continuous improvement.

	



E



E



E




E
	      




	ATTRIBUTES 
	ESSENTIAL:  
The minimum acceptable level for safe and effective job performance 
	DESIRABLE:  
The attributes of the ideal candidate 

	ANY ADDITIONAL JOB 
RELATED REQUIREMENTS 
(e.g. ability to work irregular hours, shifts) 
 
Ability to work flexibly at home , in the office, in the community and on occasion work on bank holidays, weekends and evenings for which you will be compensated.
	   




E   
	      



	Guaranteed interviews 

	Under the ‘Double Tick’ initiative, an applicant who indicates they have a disability and/or a link to the armed forces  and who meet the essential requirements for the vacancy will be offered a guaranteed interview. 

Disability

We are committed to a positive approach regarding the recruitment of individuals who have a disability. If you consider yourself to have a disability, please reply 'yes' to the relevant question in the application form and state any special requirements you may have if called for interview.
 
Veterans
On 21 May 2025 the Council signed the Armed Forces Covenant and recognises the value of serving personnel, veterans, Reserve Forces and military families and promises to ensure those that serve or have served, and their families, will be treated fairly and will not be disadvantaged by their military life. 

The Council is committed to offering guaranteed interview scheme to veterans who meet essential criteria and are within 12 months of leaving or within 5 years post service.
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CONFIDENTIAL JOB APPLICATION FORM



	Important Information



Thank you for applying for an opportunity with Penrith Town Council. It is essential that this application form is fully completed as it will be used to determine whether you meet the job-related short-listing criteria. Please read through the guidance notes before completing your application form which are at the end of the form. All sections of the application form must be completed.

Do not send a CV as these will not be considered unless applicants have difficulty in completing the form. In these circumstances, please ensure that personal details and information relating to skills, abilities, knowledge and experience are shown separately and can be detached.

The information given on this form will be used for recruitment purposes only. If you are successful in gaining employment with the Council, this form and the information it contains will form part of your personnel record.  If you are unsuccessful, the information will be destroyed after a period not exceeding six months from the appointment date.  In all cases the information will be held securely in accordance with Data Protection Guidance.

Closing date: 12:00 hours on 12/08/2026. 

Applicants shortlisted for interview will be informed on 12/08/2026. 

Interviews will take place on: 20/08/2026
Please tell us if there are any dates when you will not be available for interview:
	


N.B. Every effort will be made to accommodate alternative date, but this may not always be possible.  





		
	Please read the guidance notes before completing this `application form.




	Post Title
	     

	Post Advertised in
	     




	[image: ]Section One



	Surname (Block Letters)
	
	Contact e-mail address:

	Full Forenames (Block Letters)
	
	     

	Correspondence Address
	
	Home Address (If different)

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	     
	
	     

	Daytime Telephone
	     
	
	Alternative Telephone
	     



	Have you been known by a different name or changed your name by Deed Poll?
	[bookmark: Check1]|_|
	Yes
	|_|
	No

	(If yes, please provide details)

	     

	     

	     









	
	Asylum and Immigration Act 1996
	

	
	The Asylum and Immigration Act 1996 makes it a criminal offence for employers to employ those who do not have permission to live or work in the United Kingdom. Applicants will be required to provide documentary evidence of their right to work in the United Kingdom if invited to interview.
	

	
	Do you have the right to live and work in the United Kingdom?
	|_|
	Yes
	|_|
	No
	

	
	National Insurance Number (If applicable)
	
	

	
	[bookmark: Dropdown1]
	[bookmark: Text2] 
	 
	 
	 
	 
	 
	 
	 
	 
	
	

	
	
	
	

	
	
	




	
	Relationship
	

	
	If, to the best of your knowledge, you are related to any Member or employee of Penrith Town Council please state whether a Member of the Council, or if an employee, occupation, together with the name, address and relationship to such person.
	

	
	Canvassing directly or indirectly will automatically disqualify you from the recruitment process
	

	
	[bookmark: Text3]     
	

	
	     
	

	
	     
	

	
	
	



	Guaranteed Interview Scheme

	Penrith Town Council offers a guaranteed interview scheme to the following applicants:

· Those who consider themselves disabled as defined by the Equalities Act 2010
· Armed forces veterans whose last long term substantive employer was the armed forces, 12 months of leaving or within 5 years post service.

If you meet one or both criteria above and wish to be considered for this scheme, a guaranteed interview will be offered as long as your application can demonstrate you meet the essential criteria for the role. If you wish to be considered for the guaranteed interview scheme, please indicate which criteria you meet below:


	Do you consider yourself disabled?
	|_|
	Yes
	|_|
	No




	Are you an armed forces veteran?
	|_|
	Yes
	|_|
	No






	

	Applicants with Disabilities
	

	
	We guarantee to interview all disabled applicants who meet the essential criteria for the post for which they are applying. The Disability Discrimination Act 1995 defines a disabled person as ‘An individual who has a long term physical or mental impairment which has substantial adverse effect on their ability to carry out day to day activities’.
	

	
	Do you consider yourself to be disabled under the Disability Discrimination Act?
	|_|
	Yes
	|_|
	No
	

	
	(If yes, please list below any reasonable adjustments you would request)
	

	
	During the interview process:
	
	In carrying out the role for which you are applying:
	

	
	[bookmark: Text4]     
	
	[bookmark: Text5]     
	

	
	[bookmark: Text6]     
	
	[bookmark: Text7]     
	

	
	[bookmark: Text8]     
	
	[bookmark: Text9]     
	





	
	Rehabilitation of Offenders Act 1974
	

	
	(Please refer to the guidance notes before completing this question)
	

	[bookmark: _Hlk203126327]
	Have you ever been convicted of a criminal offence?
	|_|
	Yes
	|_|
	No
	

	
	(If yes, please provide details below)
	

	
	     
	

	
	     
	

	
	     
	

	
	     
	

	
	     
	

	
	     
	

	
	
	



	
	References
	

	
	(Please refer to the guidance notes before completing this question)
	

	
	Name
	[bookmark: Text100]     
	
	Name
	     
	

	
	Job Title
	[bookmark: Text101]     
	
	Job Title
	     
	

	
	
	[bookmark: Text102]     
	
	
	[bookmark: Text103]     
	

	
	Capacity in which known
	[bookmark: Text105]     
	
	Capacity in which known
	[bookmark: Text104]     
	

	
	[bookmark: Text106]     
	
	[bookmark: Text107]     
	

	
	Address
	
	Address
	

	
	[bookmark: Text108]     
	
	[bookmark: Text109]     
	

	
	[bookmark: Text110]     
	
	[bookmark: Text111]     
	

	
	[bookmark: Text112]     
	
	[bookmark: Text113]     
	

	
	[bookmark: Text114]     
	
	[bookmark: Text115]     
	

	
	E-mail address:
	
	E-mail address:
	

	
	Telephone Number
	[bookmark: Text118]     
	
	Telephone Number
	[bookmark: Text119]     
	

	
	Can we contact prior to interview?
	|_|
	Yes
	|_|
	No
	
	Can we contact prior to interview?
	|_|
	Yes
	|_|
	No
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	Secondary Education



	Name and location of school/college
	From
	To
	Examinations taken (include date, level, grade)

	[bookmark: Text60]     
	[bookmark: Text61]     
	[bookmark: Text62]     
	[bookmark: Text63]     

	[bookmark: Text64]     
	[bookmark: Text65]     
	[bookmark: Text66]     
	[bookmark: Text67]     

	[bookmark: Text68]     
	[bookmark: Text69]     
	[bookmark: Text70]     
	[bookmark: Text71]     

	[bookmark: Text72]     
	[bookmark: Text73]     
	[bookmark: Text74]     
	[bookmark: Text75]     

	[bookmark: Text76]     
	[bookmark: Text77]     
	[bookmark: Text78]     
	[bookmark: Text79]     

	[bookmark: Text80]     
	[bookmark: Text81]     
	[bookmark: Text82]     
	[bookmark: Text83]     

	[bookmark: Text84]     
	[bookmark: Text85]     
	[bookmark: Text86]     
	[bookmark: Text87]     

	[bookmark: Text88]     
	[bookmark: Text89]     
	[bookmark: Text90]     
	[bookmark: Text91]     

	[bookmark: Text92]     
	[bookmark: Text93]     
	[bookmark: Text94]     
	[bookmark: Text95]     

	[bookmark: Text96]     
	[bookmark: Text97]     
	[bookmark: Text98]     
	[bookmark: Text99]     




	Further Education – University, College Courses



	Name and location of establishment
	From
	To
	Examinations taken    (including subject & level)
	Classification or Grade

	[bookmark: Text10]     
	[bookmark: Text11]     
	[bookmark: Text12]     
	[bookmark: Text13]     
	[bookmark: Text14]     

	[bookmark: Text15]     
	[bookmark: Text16]     
	[bookmark: Text17]     
	[bookmark: Text18]     
	[bookmark: Text19]     

	[bookmark: Text20]     
	[bookmark: Text21]     
	[bookmark: Text22]     
	[bookmark: Text23]     
	[bookmark: Text24]     

	[bookmark: Text25]     
	[bookmark: Text26]     
	[bookmark: Text27]     
	[bookmark: Text28]     
	[bookmark: Text29]     

	[bookmark: Text30]     
	[bookmark: Text31]     
	[bookmark: Text32]     
	[bookmark: Text33]     
	[bookmark: Text34]     

	[bookmark: Text35]     
	[bookmark: Text36]     
	[bookmark: Text37]     
	[bookmark: Text38]     
	[bookmark: Text39]     

	[bookmark: Text40]     
	[bookmark: Text41]     
	[bookmark: Text42]     
	[bookmark: Text43]     
	[bookmark: Text44]     

	[bookmark: Text45]     
	[bookmark: Text46]     
	[bookmark: Text47]     
	[bookmark: Text48]     
	[bookmark: Text49]     

	[bookmark: Text50]     
	[bookmark: Text51]     
	[bookmark: Text54]     
	[bookmark: Text52]     
	[bookmark: Text53]     

	[bookmark: Text55]     
	[bookmark: Text56]     
	[bookmark: Text57]     
	[bookmark: Text58]     
	[bookmark: Text59]     





	Membership of Professional Organisations and Institutions



	Name of Professional Body or Organisation
	Date Attained
	Membership Status
	Membership Number
	By Examination
Yes/No

	[bookmark: Text139]     
	[bookmark: Text140]     
	[bookmark: Text141]     
	[bookmark: Text142]     
	[bookmark: Text143]     

	[bookmark: Text144]     
	[bookmark: Text145]     
	[bookmark: Text146]     
	[bookmark: Text147]     
	[bookmark: Text148]     

	[bookmark: Text149]     
	[bookmark: Text150]     
	[bookmark: Text151]     
	[bookmark: Text152]     
	[bookmark: Text153]     

	[bookmark: Text154]     
	[bookmark: Text155]     
	[bookmark: Text156]     
	[bookmark: Text157]     
	[bookmark: Text158]     




	Work Related Training



	Date
	Course/Training Details

	[bookmark: Text159]     
	[bookmark: Text160]     

	[bookmark: Text161]     
	[bookmark: Text162]     

	[bookmark: Text163]     
	[bookmark: Text164]     

	[bookmark: Text165]     
	[bookmark: Text166]     

	[bookmark: Text167]     
	[bookmark: Text168]     

	[bookmark: Text169]     
	[bookmark: Text170]     

	[bookmark: Text171]     
	[bookmark: Text172]     

	[bookmark: Text173]     
	[bookmark: Text174]     

	[bookmark: Text175]     
	[bookmark: Text176]     

	[bookmark: Text177]     
	[bookmark: Text178]     




	Present Employment (Present or most recent employment details)



	Name and address of employer

	[bookmark: Text120]     

	[bookmark: Text121]     

	[bookmark: Text122]     

	[bookmark: Text123]     

	[bookmark: Text124]     

	[bookmark: Text125]     

	[bookmark: Text126]     



	Job Title
	[bookmark: Text179]     
	
	Salary
	[bookmark: Text180]     



	Date of appointment
	[bookmark: Text181]     
	
	Date of leaving 
(If applicable)
	[bookmark: Text182]     



	Period of notice required
	[bookmark: Text184]     
	
	Date available to commence employment
	[bookmark: Text183]     



	Reason for leaving (If applicable)

	



	Main duties and responsibilities

	



	Previous Employment



	In date order, most recent first, with no gaps unaccounted for.  Continue on a separate sheet if necessary.
(We may contact all or any employers you have listed below in order to verify the employment details stated.)



	Name and address of Employer
	Period
	Job title and brief description of role and responsibilities 
	Reason for leaving

	
	From
	To
	
	

	[bookmark: Text191]     
	[bookmark: Text192]     
	[bookmark: Text193]     
	[bookmark: Text194]     
	[bookmark: Text195]     
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	Reasons for Applying (Please refer to the guidance notes before completing this section) In this section, please outline why you applied for this job and why you think you are the best person for the job; how your knowledge, skills and experiences meet the Job Description and Person Specification. You should draw on your experiences from your current or previous roles or from other relevant situations (such as education, leisure or voluntary activities). Please submit no more than two A4 pages typed in Verdanna font, size 12.

	[bookmark: Text196]     




	

	     









	Declaration



	To the best of my knowledge I declare that the information contained in this application form is accurate and correct.  
I understand and agree that:
a) The provision of false information may result in disqualification from the recruitment process or termination of employment.
b) The information provided on this application may be stored and processed by the school for a period of 6 months for recruitment purposes and if successful the information will be stored on personal file and processed for the purpose of the employment relationship.
c) Where I cannot provide evidence of qualifications, suitable references and/or the right to live and work in the United Kingdom the offer of employment may be rescinded and / or employment terminated.
d) Canvassing of Officers or members of the Council or any Committee, directly or indirectly for any appointment will disqualify my application.
e) Under the Rehabilitation of Offenders Act (if it applies to the post for which I am applying) failure to disclose any convictions spent or otherwise will result in non appointment or disciplinary action and potential dismissal.
f) Where the post for which I am applying requires me to work with children and / or vulnerable adults I hereby agree to a disclosure being made by the Disclosure and Barring Service about the existence and content of a criminal record spent or otherwise.
All information contained in this form will be treated as strictly confidential, and used only for recruitment purposes. By supplying information, you are indicating your consent to the information being processed for all employment purposes as defined in the Data Protection Act 1998, and any verifications checks that may be made.
Penrith Town Council must protect the public funds we handle and so we may use the information you have provided on this form to prevent and detect fraud. We may also share this information, for the same purposes, with other organisations, which handle public funds. 
We do not acknowledge receipt of application forms.

	Date
	     
	
	Signature
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	THANK YOU FOR COMPLETING THIS FORM



Please make sure that you have supplied any additional information or documental evidence that is required.

We would like to thank you for your application and wish you every success, however if you have not heard from us within 4 weeks of the closing date, please assume that you have not been successful on this occasion. 

Please return this application to:
office@penrithtowncouncil.gov.uk with ‘JOB APPLICATION’ in the subject line.

Penrith Town Council is an equal opportunity employer. All applicants will be considered for employment without attention to race, colour, age, religion, sex, sexual orientation, gender identity, national origin or disability status.”

GUIDANCE NOTES FOR JOB APPLICATIONS
These guidance notes are to help you to complete your application for a position at Penrith Town Council. Please read these notes before completing your application.
The Council does not prohibit the use of AI (artificial intelligence) in our application process, as we understand how far it can go to creating a truly equitable candidate experience. As a culture-driven, people focussed organisation, we believe that the genuine essence of each person is what truly matters, so we highly encourage you to be as authentically you as possible when submitting your application to showcase your true and whole self.
It is important that you fully complete all sections of the application. Failure to do so will result in your application not being shortlisted.
Only information contained in the application itself will be used for shortlisting.
Please follow the guidance given in the job information opening letter regarding use of CVs.
If, for any reason, someone else has completed the application on your behalf, this should be clearly stated in your application.
Personal details
This information is required to ensure that accurate records are maintained. Please ensure that your personal details are correct and that you have included your current address and telephone number(s) or e-mail address.
Your e-mail address will only be used for correspondence relating to your application form. It will not be used for marketing purposes or shared with, or sold to, any other organisation.
The application does not ask for your age, gender or ethnic group as these details would be irrelevant to the recruitment process. However, we do ask for your name and title and recognise that your gender can be identified from this information. This is solely to ensure that when we contact you about your application, we use your correct and preferred mode of address.
Employment history
Please complete this section in full, detailing your current employment first. If you are not currently employed, please provide details of your most recent employment. If you have recently completed full-time education, please note this here.
All previous employment positions should then be provided, with your most recent post held detailed first.
Qualifications and training
When completing this section please refer to the job advertisement and job description and provide details of qualifications, apprenticeships, training and/or courses that are relevant to the post. Please note that you will be required to produce evidence of your qualifications if you are offered employment. However, please do not attach copies of qualifications to your application at this stage.
When completing the 'Membership of Professional Bodies' section, please refer to the job advertisement and job description. If the advertisement or job description stipulate a requirement for you to be a current member of a professional body, please indicate your current membership status.
Relevant skills, experience and abilities
Please review the job description and person specification carefully and provide specific information and examples of your work and/or other activities which demonstrate your ability and aptitude to undertake the duties of this post. This is your opportunity to “sell” yourself to the short-listing panel who will be looking for evidence that you have the skills, qualifications and experience that the post requires. Include relevant information relating to any previous posts you have held, whether paid or voluntary, and any leisure, home or life experiences which you feel demonstrate your abilities and illustrate your suitability for the job.
Remember, whereas the general information you provide on the rest of the Application Form may be like other applications you have made in the past, this section of the form needs to be written specifically with this vacancy in mind and should relate to the Job Description and Person Specification.
Entitlement to work in the UK
If you are successful in obtaining employment with the Council, you will be required to provide evidence of your entitlement to work in the United Kingdom.
Disability
We are committed to a positive approach regarding the recruitment of individuals who have a disability. Further information, including a definition of disability, can be found at recruitment guidance for people with disability. If you consider yourself to have a disability, please reply 'yes' to the relevant question in the application form and state any special requirements you may have if called for interview.

Veterans
On 21 May 2025 the Council signed the Armed Forces Covenant and recognises the value of serving personnel, veterans, Reserve Forces and military families and promises to ensure those that serve or have served, and their families, will be treated fairly and will not be disadvantaged by their military life. The Council is committed to offering guaranteed interview scheme to veterans who meet essential criteria and are within 12 months of leaving or within 5 years post service.
Rehabilitation of Offenders Act 1974
Under the Rehabilitation of Offenders Act 1974 the Council can only ask applicants to provide details of “unspent” convictions. Please declare any unspent offences, sentences or cautions, reprimands and final warnings, with dates. You are also advised to disclose any charges which are or may be pending.
A criminal record will only be considered when the conviction is relevant. An “unspent” conviction will not necessarily bar you from employment, as this will depend on the circumstances and background of your offence(s).
Driving
There is only a requirement to provide information about your ability to drive if you are applying for a post which states that driving is a requirement of the role.
Relationship to Councillors or Council employees
We are required to ask you if you are related to or have an association with a Member of the Council (Councillors/Elected Members) or anyone working for the Council.
The relationships or associations you need to declare include spouse, partner, close family members (mother, father, sister, brother, for example) and other people with whom you have a close personal relationship.
In cases where a relationship is declared, the appointment must be approved by the Town Clerk.
Advertisement
Please provide information about where you saw the post advertised, to help us in monitoring our recruitment campaigns.

References
Every applicant must provide two referees who can be contacted to provide a written reference. One of these must be your present or most recent employer (or for students, a tutor, professor or head-teacher) and the other should, if possible, be another business or study related contact. Each referee must be from a separate employer. If you are unable to supply two work-related referees, you should nominate someone who has known you for a minimum of two years and who can testify to how you meet the criteria listed in the person specification.
We will only take up references once a conditional offer of appointment has been made. However, all appointments are subject to satisfactory references, and no offer will be confirmed until two satisfactory references have been received.
Data Protection
All information submitted is protected under the Data Protection Act 2018 and will be separated from your application prior to the selection process and not collated with any information or in a way that makes you identifiable.
It will only be seen by the Council Officer dealing with the recruitment. The shortlisting and interview panel will not see it, and none of the information will be used in the selection process.
Further notes on applications
All applications for employment are treated in the strictest confidence.
For your application to be considered, please submit it by the closing date specified in the advertisement and on the website.
We will contact you as soon as possible after shortlisting has taken place to let you know whether you have been selected for interview. If you are successful, you will be invited to select a date and time for an interview – this may be online (in which case you will subsequently be sent an invitation to an MS Teams meeting) or in person.
Canvassing for any appointment will disqualify the candidate. This means that candidates must not approach anyone who works within the Council (whether Councillor or employee) to promote themselves for the post or with the intention of influencing the outcome of the recruitment process in their favour.
Further help
If you have any further questions regarding your application form or require any help, please contact the Town Clerk.
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