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OPERATIONS & FACILITIES OFFICER
We’re looking for a dynamic Operations & Facilities Officer to provide effective administrative and operational support to the Operations and Facilities Team. 
General Information…
Job Title: Operations & Facilities Officer
Place of Work: Town Council Offices, Market Street, Hailsham
Salary: £16,229 - £17,322 (pro rata to SCP 13-17 £30,023- £32,046) plus generous Local Government Average Salary Pension Scheme and casual car user allowance 
Hours: 20 per week
Closing Date: 9am on Monday 23 November 2026
About Us…
Hailsham Town Council is proud to serve the people of Hailsham, delivering and enabling a range of services to residents and visitors - from parks, allotments and cemeteries to events, community centres, youth service provision and streetlights, as well as Hailsham Post Office and Hailsham Banking Hub.
The Role…
In this role, you’ll provide operational support and assist the Operations Team with:
· Grant applications
· Allotment administration
· Compliance systems
· Council projects
· Health and safety
· Management of the Council’s buildings, land and services.
The postholder will:
· Maintain accurate records
· Monitor deadlines
· Undertake research
· Liaise professionally with Council staff, councillors, contractors, tenants, allotment holders, external organisations and members of the public.
If you’re passionate about maintaining high standards, delivering excellent facilities management and making a real difference, we want to hear from you!
For Key Responsibilities and Criteria please see the Job Description and Person Specification.
Why Join Us?
· Make an Impact: Be part of the continued success of Hailsham Town Council
· Collaborative Environment: Work within a supportive, motivated, and experienced team.
· Training and Development: Access to ongoing professional development and career growth opportunities.
How to Apply…
Please email enquiries@hailsham-tc.gov.uk for an application pack. If you have any questions about the Town Council or the role, please contact us on 01323 841702 or email.
LINK TO VIEW JOB DESCRIPTION AND DOWNLOAD APPLICATION FORM AND RECRUITMENT PACK: https://www.hailsham-tc.gov.uk/town-council/staff-member-vacancies/
Applications must be received by 9am on Monday 23 November 2026.

Interviews are planned for Thursday 3rd December 2026.
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