WETHERBY TOWN COUNCIL

The Town Hall, Market Place, Wetherby, LS22 6NE
Tel: 01937-583584

E-mail: admin@wetherby.co.uk
www.wetherby.co.uk

MARKET SUPERVISOR

Wetherby has a strong history of holding weekly Thursday markets since a charter was first granted to the
Knights Templar in 1240. The Town Council has operated the market for over 20 years and is now planning
for the market’s future development and supervision.

Applications are invited for the newly created, permanent post of Markets Supervisor which is effective from
13" March 2025.

Job Purpose

The Market Supervisor will be responsible for the safe and efficient operation of the weekly Thursday market
as detailed in the Job Description.

The successful candidate will also help Wetherby Town Council to deliver some of the town’s popular
community events throughout the year.

Working Arrangements

Reporting to the Town Clerk, the Market Supervisor will work for 8 hours per week.

Working times will be alternating shifts: 6:00 am to 2:00pm or 10:00 am to 6:00pm each Thursday.

The job is based in the Market Place, Wetherby, LS22 6NE either on the weekly market or in the Town Hall.

Requirements

Candidates will have excellent inter-personal skills so that they can interact with market traders, customers,
the public, councillors and other staff.

The Market Supervisor will need to have a good understanding of basic health and safety and traffic
management concepts, with training to be provided to ensure the implementation of the road closure required
for the safe operation of the market.

A good sense of humour and practical, problem-solving based approach is required for this role.

More information is given in the person specification.

Salary and Benefits

The Markets Supervisor role will be paid at NJC Salary Point 5 (currently £12.85 per hour).

Annual leave is awarded on a pro-rata basis equivalent to 25 days per year, plus bank holidays. This
increases to 28 days per year after 5 years of service.

The postholder will be eligible for entry to the West Yorkshire Pension Scheme which attracts generous
employer contributions.

Applications

To apply please submit a completed application form to the Town Clerk, lona Taylor, by 5pm on Friday 21
February 2025. Application forms are available online at https://wetherbytowncouncil.gov.uk/your-
council/news-and-notices/ or by contacting the Town Clerk at the above address.

If you have any additional needs, please tell us about any adjustments we may need to make to assist you
with the selection process.

Application forms should be sent to clerk@wetherby.co.uk

Interview date to be confirmed.
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WETHERBY TOWN COUNCIL
PERSON SPECIFICATION

Job Title: Market Supervisor
Responsible to: The Town Clerk
Date Produced: February 2025

Contracted Hours: 8 hours per week.

JOB PURPOSE

To assist in the smooth and efficient running of Wetherby’s weekly Thursday retail market by
overseeing operational activities, supporting stallholders, managing traffic, collecting tolls,
and acting as the primary point of contact for any on-site queries.

Essential Desirable

1.  Skills

1.1 Ability to build good relationships with traders, councillors, v
staff, contractors and the public.

1.2 Basic literacy and numeracy skKills. v

1.3 Ability to work autonomously and as part of a team. v

2.  Qualifications and training.

2.1 Ato Cin English and Maths at GCSE level or equivalent. v
2.2 ICDL (International Computer Driving License) or similar. v
2.3 Qualified Chapter 8 operative for traffic management. v
2.4 The Diploma in Market Administration v
3. Experience and knowledge.
3.1 Customer service experience. v
3.2 Understanding of basic health and safety concepts. v
3.3 Basic knowledge of Microsoft 365 including Outlook, Word v
and Excel.
3.4 General office experience. v
3.5 Experience of working on / managing a market. v
4.  Qualities
4.1 Flexible and adaptable with an ability to react to unplanned v
and unpredictable situations.
4.2 Good interpersonal skills and an ability to interact with v

people from all backgrounds.

WETHERBY

MARKETS



4.3
4.4
4.5
4.6

4.7

5.1
5.2

Showing initiative.

Friendly and professional appearance.

Ability to be assertive in difficult situations with a confident
manner.

Organised, conscientious, energy, drive, confident and
assertive.

Be physically able to carry out street cleaning tasks using
basic equipment such as a sweeping broom.

AN NI NA N

Other

Be willing to work outside in all weathers. v

Be willing, after manual handling training, to assist with the v
setting up and dismantling of the market.
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WETHERBY TOWN COUNCIL
JOB DESCRIPTON

Job Title: Market Supervisor
Responsible to: The Town Clerk
Date Produced: February 2025

Contracted Hours: 8 hours per week.

JOB PURPOSE

To assist in the smooth and efficient running of Wetherby’s weekly Thursday retail market by
overseeing operational activities, supporting stallholders, managing traffic, collecting tolls, and
acting as the primary point of contact for any on-site queries.

1. Job Title
Market Supervisor

2. Location
2.1 Wetherby Market, Market Place, Wetherby, LS22 6NE

2.2 The Town Hall, Market Place, Wetherby, LS22 6NE

3. Grade/ Salary
NJC Salary Point 5

4, Hours
4.1 8 per week.

4.2 Alternating shifts: 6:00 am to 2:00pm and 10:00 am to 6:00pm.

4.3 Overtime, paid at single rate, for attendance and assistance at council events throughout
the year.

5. Duties
5.1 To oversee the operation of the council's market service on the specified days (51
Thursdays throughout the year).

5.2 To ensure the market complies with all Health & Safety, legal and financial controls. This
includes ensuring road closures are correctly and safely implemented and maintained
throughout the day.
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5.3

5.4

5.5

5.6

5.7

5.8

59

5.10

511

5.12

5.13

5.14

6.2

6.3

6.4

To monitor and control the activities of traders on the market ensuring they are trading
in line with the market rules and their agreed trading lines and times.

To ensure the safe passage of traders’ vehicles when moving around the Market Place
at authorised times.

Liaising with market traders throughout the day and informing the Communications &
Events Officer of any issues.

Act as the main point of contact for customers and visitors, responding to queries and
providing information about the market.

On the early shift, to supervise the setting up of stalls. On the later shift, to supervise the
packing up of stalls.

Ensure the market area is kept clean and tidy throughout the day by performing regular
litter picking.

Carry out basic site maintenance tasks to ensure the market area remains safe and
presentable.

Collection and reconciliation of market tolls, then issuing of receipts as necessary.
Erect advertising and promotional materials and then dispose of them after events.
Assist in the organisation and running of promotional events and activities on the market.

Assist with the implementation of road closures at council events (e.g. the annual bonfire
and fireworks event).

To suggest ways to continually improve the markets service.

Relationships
Accountable to the Town Clerk who is the designated Markets Officer.

Working closely with the Communications & Events Officer, Facilities Officer and all
other members of council staff.

Taking direction from the decisions of the Markets Committee.

Maintaining good relationships with market traders, stall erection contractors and the
public who are the market's customers.

Changes

This job description sets out the main areas of the post at the date when it was drawn
up. Such duties may vary from time to time without changing the general character of
the post or the level of responsibility. Such variations are a common occurrence and
cannot in themselves justify a reconsideration of the grading of the post.
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WETHERBY TOWN COUNCIL
APPLICATION FOR EMPLOYMENT

Private and Confidential
Please complete all sections in full, in black ink or typescript

Return this form to: Reference Number:

‘ Town Clerk, lona Taylor ‘ ‘ ‘

Position Applied for:

Market Supervisor

Personal Details

Title:
Name Forename(s):
Surname:
Address:
Post Code:
Contact .
Information Email:

Tel No. (Home):
Tel No. (Mobile)
N.I Number:

Current Driving Licence
Yes: No:
Groups:

Expiry Date:

Details of Endorsement(s):

Are there any restrictions on you taking up Employment in the UK?

Yes: No:

If Yes, Please Provide Details:



Education (please complete in full and use a separate sheet if necessary)

Schools/College/University Names Qualifications Gained

Employment History (please complete in full and use a separate sheet if necessary)

Name of Employer:

Address:

Dates of Employment:
Last/Current

Employment Job Title:

Duties:

Reason for Leaving:

Notice Period:

Name of Employer:

Address:
Previous
Employment Dates of Employment:
i Job Title:
Duties:
Reason for Leaving:
Name of Employer:
Address:
Sheies Dates of Employment:
Employment
#3 Job Title:

Duties:

Reason for Leaving:
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Other Employment

Please note any other employment that you would continue with if
you were to be successful in obtaining the position:

Leisure

Please note here your leisure interests, sports and
hobbies, other pastimes, etc.:

References (please note here two persons from whom we may obtain both character and

work references

Title:
Forename(s):

Surname:

Address:
Reference #1

Post Code:
Contact No.

Position Held

May we approach the above prior to

. . Yes No
interview?

Title:
Forename(s):

Surname:

Address:
Reference #2

Post Code:
Contact No.

Position Held

May we approach the above prior to

. . Yes No
interview?
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General Comments

Please use this space to explain why you are applying for this post, your main achievements
to date and the strengths you would bring to this post. Specifically, please detail how your
knowledge, skills and experiences meet the requirements of this role (as summarised in the
person specification).

Criminal Record

The amendments to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975
(2013 and 2020) provides that when applying for certain jobs and activities, certain
convictions and cautions are considered ‘protected’. This means that they do not need to
be disclosed to employers, and if they are disclosed, employers cannot take them into
account. Guidance about whether a conviction or caution should be disclosed can be found
on the Ministry of Justice website. Please detail any criminal convictions except those
'spent’, or otherwise ‘protected’, under the Rehabilitation of Offenders Act 1974. If you have
none, please state. In certain circumstances employment is dependent upon obtaining a
satisfactory Disclosure & Barring Certificate from the Disclosure & Barring Service.
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Data Protection

1. We are aware of our obligations under data protection legislation, including the
obligation to collect only the data that is required for our specific purpose. The
information collected in this application form is specific to our recruitment exercise
and necessary for the performance of the role that you have applied for. If you are
recruited for the role you have applied for, or any other role you are offered by us,
the information provided will then be used for the purposes of your employment with
us, together with further information collected upon recruitment for those purposes.

2. We will treat all personal information about you with utmost integrity and
confidentiality. Our data protection policy sets out our approach to ensuring that your
data is processed in line with the data protection principles within current data
protection legislation.

3. Our privacy notice for job applicants gives you information on, amongst other things,
the data we will hold about you during the recruitment exercise and what we use it
for. You can view the privacy notice at
https://www.wetherby.co.uk/Privacy Notice 22665.aspx

Declaration (please read this carefully before signing this application)

1. | confirm that the information provided in this application is complete and correct and
that any untrue or misleading information will give my employer the right to terminate
any employment contract offered.

2. Should we require further information and wish to contact your doctor with a view to
obtaining a medical report, the law requires us to inform you of our intention and
obtain your permission prior to contacting your doctor. | agree that the organisation
reserves the right to require me to undergo a medical examination.

3. | agree that should | be successful in this application, | will, if required, apply to the
Disclosure & Barring Service for a Disclosure & Barring Certificate. | understand that
should | fail to do so, or should the disclosure not be to the satisfaction of the
company any offer of employment may be withdrawn or my employment terminated.

Signed: Date:
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