WIRRAL COUNCIL

PARKS AND COUNTRYSIDE SERVICE – ALLOTMENTS

SITE SECRETARY DUTIES

      The Site Secretary is responsible for:
· Informing the Allotments Officer of any site problems or issues, damage to Council property or any repairs that are required.

· Retaining a record of tenants and their plots.

· Maintaining contact with all tenants, passing on relevant information and acting as a point of contact for tenants who may need help or advice.

· Regular monitoring of plots to ensure they are being cultivated to the required standard and that the rules and conditions contained in the Tenancy Agreement are being complied with.

· Monitoring new structures to ensure that they comply with the Council's rules as to the dimensions and location of permitted structures. 

· Liasing over the waiting list, taking action to re-let plots as soon as they become vacant, sending in vacating slips and following the application procedure.

· Meeting and showing potential tenants around the site and available plots. Explaining how to rent a plot, the procedures involved and the tenant’s responsibilities.

· Carrying out site safety inspections with the Allotment Officer.

· Monitoring the programmed grounds maintenance schedule.

· Liasing with the Allotments Officer in drawing up a maintenance and improvement programme for the site.

· Liasing with site societies where they have been established.
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