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JOB DESCRIPTION 

Assistant Works Operative (Part-Time) 

 

 
Responsible to 
The position reports to the Parish Clerk but will also receive instruction from the Senior Works 

Operative on a day to day basis.  

 

Responsibilities 
1. To maintain a clean and tidy environment for the residents of Coggeshall. 

 

2. To ensure that all equipment owned by the Council used to fulfil 1. above is 

recorded and maintained in working order, 
 

Specific Duties 

 

1. Routine Tasks 

 

1.1. Street sweeping to schedule (Daily Rota) 

1.2. Empty waste bins, including Council owned Dog Bins 

1.3. Clear up after Thursday Market and put out the cones on a Wednesday evening 

1.4. Wind the clock in the clock tower on a weekly basis 

1.5. Grass cutting to schedule, hedge trimming and tree lopping as required 

1.6. Maintenance of paths in the Cemetery and Nature Reserve 

1.7. To open and close the public toilets on weekdays 

1.8. To test the Fire Alarm in the Village Hall on a weekly basis, and record the results. 

1.9. To clear the drains at the Village Hall on a weekly basis 

 

2. Routine Inspections 

 

2.1. Maintain records of play and sports equipment at the Recreation Ground and 

Council playgrounds and report any defects to the Parish Clerk. 

2.2. Maintain an inventory of equipment stored in the Chapel, Garage and Boiler 

Room, ensure that it is in good working order, and report any defects to the Parish 

Clerk. 

 

3. Seasonal and emergency tasks 

 

3.1. Carry out regular checks to ensure that grit bins are adequately supplied, reporting 

to the Parish Clerk where bins need to be refilled, 

3.2. Ensure pavements and paths are gritted as necessary, 

 

4. Cemetery 

 

4.1. Ensure that the Council owned sections of the Cemetery are kept secure, neat 

and tidy and in good repair. 

4.2. Assist as necessary with burials; this will include digging plots for burial of ashes, 

marking of grave spaces, and opening cemetery gates. 



 

 

5. Other 

 

5.1. Report any faults which are the responsibility of other bodies to the Parish Clerk for 

action, eg street lighting, highway repairs. 

5.2. To assist the Hall Manager with the erection and dismantling of the stage 

5.3. Any other duties as may be reasonably requested by the Parish Clerk. 

5.4. To work in accordance with the Health & Safety Policy, taking responsibility for own 

safe working practices and ensuring that anyone working alongside is guided in 

the correct Health & Safety procedures 

 
 


