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July 2019  
 
Vacancy for an Assistant Town Clerk (Finance and Community)  
 
Thank you for your interest in the position of Assistant Town Clerk (Finance and Community) for the 
Town Council.  This is a new role that has been created as the team and workload of the council 
increases and there needs to be a stronger management of the council’s finances, as well as more 
interface with the community.  
 
The job role is clearly defined in the attached Job Description.  If you think that you are that person 
and fulfil the details of the Person Specification, then we look forward to hearing from you. 
 
Shepton Mallet is a small, vibrant and community focused market town.  The Town Council consists 
of 16 councillors and runs a committee system for its decision making. The election in May returned 
many new councillors and the council is now considering some ambitious plans for the next few 
years.   
 
If you would like an informal chat in advance of submitting your application form please do contact 
the Town Clerk, Charlotte Starkie, on 01749 343984.  Otherwise please submit your completed 
application form and a covering letter by email, marked Confidential, to 
c.starkie@sheptonmallet-tc.gov.uk by 4pm on Thursday 8th August 2019.  
 
 Interviews will take place in the offices of Shepton Mallet Town Council on Monday 12th August 
2019. Those invited to an interview will receive a phone call on Thursday 8th August. If you do not 
receive an invitation to interview, please assume that you have been unsuccessful in the process.   
 
In accordance with GDPR the council will hold your personal records in relation to this job 
application only and those who are unsuccessful in the recruitment process will have their details 
destroyed within one month of the closing date.  
 
Yours faithfully 
 
 
 
 
Charlotte Starkie 
Town Clerk  
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