
DARTMOUTH TOWN COUNCIL 
TOWN SERGEANT 

 
Job Title: Town Sergeant 
Grade: SCP 1 – 5 Monthly retainer and hourly rate (see below for details) 
Location: The Guildhall, Victoria Road, Dartmouth 
Reports to: Town Clerk, Deputy Town Clerk & Senior Administrator 
Liaises with: Town Clerk, Deputy Town Clerk, Senior Administrator, Responsible 

Financial Officer & Councillors  
Hours: Attendance at the Full Council meeting on the first Monday of the 

month would be necessary, and other days and hours as and when 
needed to accompany the Mayor or Council representative. 

 
 
Job Summary/Purpose 
To attend the Full Council meeting on the first Monday of the month. 
To attend upon the Mayor (or Mayor’s representative) at all Civic functions and be responsible for 
the Regalia. 

 
Main Duties and Responsibilities 

1. To attend the Mayor/Deputy Mayor on engagements and accompany the Mayor at Civic 
Functions as instructed. 

2. To be responsible for the Mace Bearer’s at Civic Parades, robes/accessories and act as 
Toast Master when required. 

3. To contact the Clerk’s Office on a Monday and as required to receive instructions. 
4. To ensure that the Mayor’s Badge and Chain, including robes/accessories and all Civic 

Regalia are kept safe at all times and properly maintained. 
5. To liaise with the Responsible Financial Officer and the Senior Administrator to update the 

asset register in terms of the regalia for insurance purposes. 
6. To attend Full Town Council Meetings and others as and when required. 
7. Assume responsibility for the cleaning of the wine and crockery cupboards and the 

washing of equipment as and when used. 
8. Any other duties as may be determined by the Council. 
9. Will be required to be a key holder. 

 
Conditions of Employment 

1. The successful candidate would need to have a clean driving license and be willing to use 
their own car. 

2. There is a monthly retainer of £100 to cover two civic functions of up to 3 hours per 
month. Additional civic functions within the month are paid at £35 for up to 3 hours, and 
all additional hours are paid at the hourly rate of SCP 4 (£10.01ph) 

3. There is a monthly retainer of £20 towards the wear and tear of your vehicle. 
4. Working hours are dictated by the Mayoral schedule and the postholder will be expected 

to work evenings and weekends to meet the Mayor’s commitment schedule. 
5. Fuel/expenses can be claimed back whilst carrying out civic functions. 
6. The appointment will be subject to satisfactory completion of six months probationary 

service. 



7. A uniform suit will be provided for the use of the Town Sergeant when engaged on his 
official duties. 

8. The Town Sergeant will be required to agree his times of attendance and hours of duty 
with the Mayor and Senior Administrator/Deputy Town Clerk. 

9. This job description reflects the principal accountabilities of the post holder.  In the 
interests of effective working the major tasks may be reviewed from time to time to reflect 
changing needs and circumstances.   

10. A DBS check may be necessary. 
 
 


