
 

Mayor’s Job Description 

The Mayor's main duties 

The responsibilities of the Mayor include: 

 Chair all Full Council meetings so that its business can be carried out 
efficiently and in line with the Standing Orders. 

 Promote public involvement in the Council's activities 
 Attend such civic and ceremonial functions as the council and he or she 

determines is appropriate. 
 Attend community events on behalf of the Council. 
 Sign legal documents such as foreign pension forms and proof of life forms.  
 To work closely with the Town Clerks & RFOs with the general running of the 

Council.  
 To provide press releases and/ or comments to local journalists on local 

matters.  
 Provide the welcome to the Council’s Annual Report.  

Duties at Council meetings 

One of the main duties of the Mayor is to Chair and control all meetings of the Full 
Council and to ensure Council meetings are conducted in accordance with the 
certain legal procedures. All full Council minutes and financial documentation from 
the meeting will need to be signed by the Mayor as confirmation that they are a true 
record of the meeting.  

Duties at extraordinary meetings 

The Mayor can call an extraordinary meeting of Council at any time subject to 
procedures being followed and in agreement with the Town Clerks & RFOs. 

Duties at civic ceremonies and functions 

The Mayor must attend and speak to the attendees at the following civic ceremonies: 

Civic service 

This service is generally held early in the Mayor's term of office and will be when the 
Mayor makes their commitment to the role and the Town. The Mayor determines 
where it should be held, but it is a service that celebrates the life of the town and 
Council. Invitations are sent to Council members, past Mayors, clergy, community 
leaders', representatives of community organisations, senior officers and 
distinguished citizens. This event is generally organised in collaboration with the 
Town Clerks & RFOs. 

Remembrance services 

Monmouth holds a Remembrance Sunday Parade and Service each year.  It is a 
Civic event held in collaboration with the RBL, the RMRE and other military and 
community groups within Monmouth. The Mayor leads the Mayoral party in the 
parade which is usually made up of other Councillors and local dignitaries and lays a  



 

 

wreath on behalf of the people of Monmouth.  The Mayor also attends the Armistice 
Day Service held by the RMRE and lays a further wreath at the Castle.  

Other regular functions to attend 

The Mayor will regularly be invited to attend a number of other events in the area, 
usually organised by local community groups.  These include:  

 Monmouth Rotary Raft Race (September) 
 Monmouth Rowing Club Regatta (May/June) 
 Theatre productions 
 Monmouth Carnival (June) 
 Charity events 
 Christmas Lantern Parade (December) 
 Freedom of Monmouth Parades (happening this year in September) 
 Christmas Day visits to care homes/ facilities in Monmouth 
 Armed Forces “Fly the Flag” Day 
 Other towns Civic Events. 

Many of the above events include an invitation to the Mayor’s Consort.  It is not 
essential that any Mayor have a Consort but consideration needs to be given as it is 
an official role.  

Mayors Charities 

The Mayor will be asked to appoint 3 charities that will become the Mayors Charities.  
It will be expected that the Mayor will work with these charities to raise funds 
throughout their term as Mayor.  Fundraising can be done through a number of 
avenues with the Mayor leading the organisation.  

With Full Council approval, the Mayor is provided with up to £1500 allowance to fund 
civic duties plus expenses can be claimed for out of pocket expenses with 
appropriate evidence of the event attended and amount spent.  

Deputy Mayor 

The Deputy Mayor is the Deputy Chair of Full Council and so should be in 
attendance for all meetings to support the Mayor.  If the Mayor is unable to attend a 
meeting, the Deputy Mayor will be asked to Chair the meeting.  

If there is an event that the Mayor is unable to attend, the Deputy Mayor will be 
asked instead.  


