
 

 

Tenterden Town Council (TTC) 

JOB DESCRIPTION: TENTERDEN TOWN CENTRE MANAGER 

Employment:  
Part time, 2.5 days a week, permanent position 

Salary: £15,500 

Purpose: 
To manage Tenterden Town Centre effectively by planning, co-ordinating and leading in 

implementing a programme of improvements, actions and innovations for Tenterden in 

order to: 

 promote Tenterden town centre as a retail, commercial and entertainment centre 

 broaden the attractiveness of Tenterden town centre to visitors - retail mix and the 

wider leisure and commercial appeal and 

 improve the performance of Tenterden town centre 

 

Main Duties and Responsibilities 
To act as the focal point for all town centre activity: be the first point of contact with town 

centre businesses; have regular meetings with businesses in the town centre and keep them 

informed of developments. Assist in bringing empty shops back into use. Keep abreast of 

perceptions and new business openings, footfall trends, retail sales trends 

To creatively market and promote the town centre: be passionate, committed and 

enthusiastic about Tenterden; prepare and implement a marketing strategy to achieve 

increased awareness of Tenterden; suggest and implement seasonal activities and 

promotions; manage the production of relevant promotional material. Use social media to 

promote key messages. Work with the TTC Press Officer and other officers to assist in the 

production of press releases relevant to the town centre. Suggest ways the TTC website 

could be improved relevant to the vitality of the town centre. Provide town centre advice to 

council officers and members as appropriate. Represent the council at meetings as 

appropriate. Monitor standards, for example street cleansing, graffiti, flyposting, etc. Edit 

and publish a town centre newsletter to all businesses. 

To be aware of potential funding sources and prepare funding bids for particular projects as 

opportunities arise. Identify opportunities to develop partnership projects and groups to 

enhance the appeal of the town centre. Investigate ways of securing sponsorship and other 

financial support to deliver town centre enhancements. Prepare estimates for marketing or 

promotional events in line with available budgets.  

To produce regular performance reports as required and to illustrate the effectiveness of 

the Town Centre Manager role. 



 

 

The above should not be regarded as an exhaustive list: as duties and responsibilities change 

and develop the job description will be reviewed and be subject to amendment in 

consultation with the post holder  

 

Special aspects 
Duties will include attendance at evening meetings and/or work outside normal office 

hours. 

All employees are expected to maintain a high standard of service delivery and to uphold 

the council’s policies and act in accordance with equality and diversity standards, and health 

and safety standards, and to participate in training activities relevant to their job. 

 

Skill, abilities and knowledge required 
An ability to use standard IT software including Word, Excel and Outlook 

An ability and willingness to use social media 

An ability to exercise a high degree of personal initiative and independent action, with 

strong organisational and time management skills 

An ability to write funding bids to secure external funding 

An understanding of how local government works and partnership working 

An ability to work alone and without supervision 

An ability to adopt a problem solving and flexible approach 

An ability to apply consistently strong and effective written and verbal communication and 

presentation skills that inspire confidence, trust and respect 

Excellent interpersonal skills with the ability and confidence to persuade, advise, negotiate 

and influence audiences from a variety of organisations 

 

 

 


