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JOB DESCRIPTION
Market Warden
  Date effective:  May 2023

MAIN PURPOSE OF THE POST:

To oversee the day-to-day running of the Town Council Pannier Market in the Shrewsbury Market Hall by liaising with traders, providing janitorial services, maintaining security arrangements, collecting rents, liaising with buildings managers and maintaining the cleanliness and tidiness of the Market Hall and ensuring the Health and Safety requirements are met and compliance with the Market Trader Terms & Conditions at all times.

RESPONSIBLE TO:	Outdoor Recreation & Asset Manager

CONTACTS
Internal 10%:		All Shrewsbury Town Council staff
External 90%:		Local Members, general public, residents and local stakeholders

MAIN DUTIES:

1. To provide a necessary presence on the Market Floor, liaising with Market Traders and members of the public.

2. To provide guidance to prospective and new traders on running a Market Stall

3. To collect the stipulated market rents from traders on market days.

4. To check and balance receipts and undertake banking in accordance with Council policy.

5. To maintain the Pannier Market in a clean and tidy condition, free from litter and to acceptable health and safety standards.

6. To liaise with the buildings manager and market traders to ensure the smooth operation of the indoor market.

7. To report to the Outdoor Recreation & Asset Manager and act on any occurrences and incidents relevant to the operation of the market service. 

8. To administer the bookings of stalls and to ensure relevant paperwork is completed prior to the letting of the stall.

9. To maintain the Market Stall Waiting List and allocate stalls in accordance with the Council’s Trader Mix Policy.

10. To ensure traders comply with the terms and conditions at all times.

11. To attend meetings with Officers and Traders as and when required.

12. To feed into the Team Shrewsbury operations through liaison with partners, logging any ASB and communicating via the ShopWatch/PubWatch Radio Scheme.

13. To act as Fire Warden during the markets opening hours.

14. To ensure a process on communications between other Market Wardens to provide for continuity of service.




15. To provide necessary cover for which additional hours pay shall be made

16. To undertake additional duties as required, commensurate with the level of role.  Note:  This job description outlines the main duties and responsibilities of the position and is designed for the benefit of both the post holder and the Council in understanding the prime function of the post.  It should not be regarded as exclusive or exhaustive as there may be other duties and responsibilities associated with and covered by the grading of the post.


Agreed: _________________________________		Date: _____________________________
	(Job Holder)








































PERSON SPECIFICATION
	ESSENTIAL
	DESIRABLE

	Qualifications/Education/Training

	· Educated to NVQ Level 3.

	

	Experience

	· Similar experience in the position.
· Experience in producing risk assessments.

	

	Knowledge

	· A good knowledge of local facilities, locations and directions.
· Promoting Shrewsbury Town Council as Team Shrewsbury and supporting Councillors in achieving specified service standards. 
· Working knowledge of Health & Safety.
· Basic understanding of cleansing/maintenance practices with the ability to use cleaning machinery.

	

	Skills and competencies

	· Ability to work to strict deadlines and under pressure.
· Ability to communicate effectively, both verbally and in writing with the capability of preparing brief reports.
· Ability to organise and prioritise own and others work with limited supervision.
· Management skills with ability to monitor performance of others to achieve targets.
· Show self-confidence when communicating with staff and managers at all levels.
· Ability to maintain confidentiality. 
· Computer literate with use of Microsoft Office package
· Confident in lone working situations and using your own initiative.
· Ability to deal with conflict and confrontational situations
· Capable of counting and recording cash collected and completion of transactions relating to banking.
· Ability to resolve minor/routine issues.

	

	
Personal Attributes

	· Self-reliant & Self-motivated.
· Flexible, pro-active and “hands-on” approach to tasks.
· Community focussed.
· Commitment to the delivery of quality service.
· Personal commitment to own professional development.
· Mature and common sense approach.

	





	

Special Conditions

	· Ability to respond to changes in workloads and changing priorities by carrying out the role in a flexible manner which will include working extended hours at the beginning/end of the day/weekends/Bank Holidays. 
· Willingness to undergo training to acquire relevant new skills or knowledge relevant to the job.
· Willingness to travel to a variety of sites.
· Must be flexible, as the post may be based at various locations.
· Dedicated to achieving good environmental standards.
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