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FACILITIES OFFICER
Penarth Town Council is looking for a friendly, hands-on individual to join our Facilities Team. The Facilities Team works hard to maintain, support and improve the Town Council’s venues, events and open spaces.
The role requires flexibility with working on weekends and evenings at times required. It will also require the post holders to quickly adapt to the varying demands of the role and be able to work both as part of a team and on their own.
Our Facilities Team often work alongside members of the community and as such, applicants will need to communicate positively and sympathetically with members of the public and always reflect the high standards of Penarth Town Council.
Reporting to the Facilities Supervisor and working closely with the rest of the team, post holders will carry out a range of duties to maintain our venues and open spaces. The successful applicants must hold a full UK driving licence.

· Maintaining and improving the image of Penarth Town Council’s Open spaces.
· Assist with the upkeep of our venues, including West House, Paget Rooms, The Turner House, and the Cemetery Chapel and their open spaces.
· Supervising venue hires and public events
· Ensuring safety and security of all properties
· Any other duties as outlined within the job description.
Starting salary is £28,598 (SCP 12). The standard salary range for this post is £28,598 (SCP 12) to £30,024 (SCP 15). Previous unsuccessful applicants need not apply.


Penarth Town Council is an equal opportunity employer. We celebrate diversity and are committed to creating an inclusive environment to all employees.

Please return this form via email to enquiries@penarthtowncouncil.gov.uk or via post to:

Principal Facilities, Health, Safety and Procurement Officer,
Penarth Town Council,
West House,
Stanwell Road,
Penarth.
CF64 2YG

Applicants can also contact 02920 713 848 for further details.  

Once submitted, applicants will be contacted and advised of the next stage of the process. We endeavour to get in touch with shortlisted applicants within one week of the closing date of the job post. If you have not heard from us within this timescale, you should assume that your application has unfortunately not been successful on this occasion.

CLOSING DATE FOR APPLICATIONS TO BE RECEIVED: 17:00 on 10th June 2026.
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Employment Application Form
The information requested in this form is important in assessing your application and should be completed in full.  A CV on its own will not be accepted as an application but can be included as a supplement to the application form.

If needed, please expand on additional sheets if necessary.
Applicant Information
	Post Title:
	

	Full Name:
	



	Home Address (including postcode):
	






	Correspondence Address (if different from above:
	






	Daytime Telephone Number:
	
	Evening Telephone Number:
	

	Email:
	



	National Insurance Number:
	
	Driving Licence Number:
	


Current / Most Recent Employment
	Employer Name:

	Employer’s Registered Address:
	

	Line Manager:
	

	Telephone Number:
	

	Email address:
	



	Job Title:
	    


	Salary per annum (£):
	

	Benefits in Kind (if applicable):
	

	Current Annual Leave Entitlement (if applicable):
	

	Notice Period (if applicable):
	



	Description of Responsibilities (please expand on additional sheets if required):
	



	Reason for Leaving / Reason for wanting to leave:
	

	Do you manage or supervise other employees?          
	Yes
	
	No
	

	If yes, please provide more information:
	

	Do you have any other employment in addition to the role outlined above?
	Yes
	
	No
	

	If yes, please outline details below:






Previous Employment
Please provide information about all your previous jobs to date. Please expand on an additional sheet if required.

	Employer Name &
Registered Address 
	From
	To
	Job Title
	Salary

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





Experience & Achievements

	Use this space to state your reasons for applying for the post.
You should relate your comments to the job description, person specification and further particulars for the post)

Please expand on an additional sheet if necessary


	









	Use this space to list any other skills or experiences relevant to the job 
(e.g. computer, languages, hobbies etc.)

Please expand on an additional sheet if necessary


	












Education & Training
Successful applicants will be required to provide proof of qualifications listed here.

	Please list any O Levels, GCSEs, A Levels, Diplomas, Certificates, or any other educational achievements below:

	Please expand on an additional sheet if necessary



	School/College/Educational Organisation:
	
	Address:
	

	Years Attended:
	From
	
	To
	

	Qualifications gained here and Grades achieved:
	










	School/College/Educational Organisation:
	
	Address:
	

	Years Attended:
	From
	
	To
	

	Qualifications gained here and Grades achieved:
	










	School/College/Educational Organisation:
	
	Address:
	

	Years Attended:
	From
	
	To
	

	Qualifications gained here and Grades achieved:
	














	Any other relevant training or courses undertaken:
	

	Qualification
	Grade
	Awarding Body/Organisation

	
	
	

	
	
	

	
	
	



	Any other relevant experience, such as volunteering or relevant extra-curricular activities, for example, the Duke of Edinburgh Award:

	Achievement/Experience
	Associated Organisation (if applicable)
	Award (if applicable)

	
	
	

	
	
	

	
	
	




	Membership of Professional bodies (If any)	



	Professional body
	Grade of membership
	Date From
	Date To

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Additional information

	Do you have any personal associations with Penarth Town Council Elected Members, either past or present?
	Yes
	
	No
	

	If yes, please provide full details of this/these associations below:






	Do you have any personal associations with Penarth Town Council employees, either past or present?
	Yes
	
	No
	

	If yes, please provide full details of this/these associations below:






	Have you been convicted of a criminal offence?  
	Yes
	
	No
	

	If yes, please give full information about this (except spent convictions) under the Rehabilitation of Offenders Act 1974:





	Have you ever had a Disclosure Barring Service (DBS) check declined?
	Yes
	
	No
	

	If yes, please provide full information about this below:






	Do you hold a current Disclosure Barring Service (DBS) certificate?
	Yes
	
	No
	



	Do you have use of a car/motorcycle?   
	Yes
	
	No
	

	Do you hold a current full clean driving licence?   

	Yes
	
	No
	

	If no, please provide full information about this below:







	Please give details of any current licence endorsements:
	

	
	

	Are you available to work additional hours or unsocial hours if required?
	Yes
	
	No
	

	
	
	
	
	

	Are you available to work a seven-day rota if required?
	Yes
	
	No
	





References

Please list two professional references and one personal reference. One of your professional references must be from your most recent employer.

Commencement of employment is not possible without receipt of satisfactory written references. Penarth Town Council reserves the right to rescind any offers of employment should satisfactory written references not be received within the agreed timescales.

Please also note that the canvassing of Members of the Council or any Committee of the Council, directly or indirectly, for any appointment under the Council shall disqualify the candidate concerned for that appointment.  However, a Member is not precluded from giving written testimonial of a candidate’s ability, experience or character.

Penarth Town Council will only contact your referees following interview and the offer of a role.
	

	Professional Reference 1 (most recent employer):

	Employer Company Name:
	


	Employer Address:
	

	Referee Full Name and Job Title:
	


	Relationship to you:
	

	Email Address:
	

	
	

	Professional Reference 2 (another recent employer):

	Employer Company Name:
	


	Employer Address:
	

	Referee Full Name and Job Title:
	


	Relationship to you:
	

	Email Address:
	

	
	

	Personal Reference:
Personal referees should not be related to you and should have known you for at least 3 years. They should also not be associated with Penarth Town Council. 

	Referee Name:
	

	Relationship to you:
	

	Referee Address:
	

	Years known:
	To
	
	From
	

	Email Address:
	





Disclaimer and Signature

GENERAL DATA PROTECTION REGULATIONS:

All of the information collected in this form is necessary and relevant to the performance of the job applied for. We will use the information provided by you on this form, by the referees you have noted, and the educational institutions with whom we may undertake to verify your qualifications with, for recruitment purposes only. 

Penarth Town Council will treat all personal information with the utmost confidentiality and in line with current data protection legislation.

All or part of the information provided on this form may be stored on computer files and used for personnel administration. Such use will be subject to the provisions of the General Data Protection Regulations.  If you are appointed, this information will be retained during the period of your employment with the Town Council.  If you are not appointed, your information will be kept for a period of 6 months following the decision on appointment, following which it will be destroyed.

DECLARATION

I confirm that the information given in this application is true and complete to the best of my knowledge.  I understand that the information given will constitute the basis of any contract of employment that may ensue and that any false statement or wilful omission may be sufficient cause for my application to be rejected or employment by the Council revoked.






	Signature:
	
	Date
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