
 

 

 

 

 

 

Bishop’s Stortford 

Town Council 

Job Description 

Chief Operations Officer 

 

Job Description 

Chief Operations Officer 

Reporting to: Chief Executive Officer 
Direct Reports: Operational Supervisors/Managers (including Grounds and Estates 
functions) 
Location: Bishop’s Stortford Town Council Offices 
Hours: 37.5 per week 

Purpose of the Role 

To provide strategic, professional and operational leadership across the Council’s 
frontline and environmental services. 

The Chief Operations Officer will lead the effective management, maintenance and 
development of the Council’s parks, open spaces, cemeteries, buildings and wider 
estate, ensuring services are delivered safely, efficiently and in alignment with the 
Council’s environmental, biodiversity and community objectives. 

The postholder will act as the Council’s senior officer responsible for operational 
performance, asset stewardship and environmental standards, translating strategic 
priorities into high-quality service delivery. 

 

 

 



Key Responsibilities 

Strategic Leadership & Service Development 

• Lead the strategic planning, development and continuous improvement of all 
operational services. 

• Develop and implement service plans aligned with the Council’s corporate 
objectives and environmental commitments. 

• Drive high standards in grounds maintenance, horticultural practice and public 
realm management. 

• Identify opportunities for service innovation, efficiency and sustainable practice. 

• Contribute to corporate policy development as a member of the senior 
management team. 

Operational Management 

• Provide clear leadership and line management to operational managers and 
supervisors, ensuring accountability and performance. 

• Oversee the delivery of grounds maintenance, parks and open spaces 
management, cemetery and bereavement services, facilities management and 
estate functions. 

• Ensure operational activities are properly planned, resourced and monitored. 

• Establish and monitor performance indicators and service standards. 

• Lead workforce planning, staff development and succession planning within 
operational teams. 

Environmental & Green Leadership 

• Ensure the Council’s green spaces are managed in accordance with best 
horticultural and environmental practice. 

• Lead delivery of biodiversity, sustainability and climate resilience initiatives within 
operational services. 

• Develop and oversee habitat management, tree management and 
environmentally responsible maintenance programmes. 

• Promote environmentally sustainable procurement and resource use across 
operational functions. 

 

 



Asset & Estate Management 

• Oversee the management, maintenance and development of Council-owned 
buildings, land and infrastructure and those which it does not own but has 
responsibility to manage under contractual agreement. 

• Lead the preparation and implementation of asset management and 
maintenance plans. 

• Ensure buildings and public spaces are safe, accessible and compliant with 
statutory requirements (takin a lead role in Health and Safety supervision). 

• Advise on capital projects, improvements and long-term estate planning 
(including opportunities for new asset or service acquisition – especially in light of 
changes resulting from local government restructuring). 

Financial & Contract Management 

• Prepare and manage operational budgets together with colleagues, ensuring 
financial control and value for money. 

• Lead procurement exercises and manage contracts relating to operational and 
environmental services. 

• Monitor contractor performance and ensure compliance with service 
specifications. 

• Contribute to annual budget setting and medium-term financial planning. 

Governance, Compliance & Member Support 

• Act as lead operational adviser to the Chief Executive and elected Members. 

• Prepare reports, briefings and recommendations for Council and Committees. 

• Ensure compliance with health & safety legislation, risk management frameworks 
and relevant statutory obligations. 

General 

• Deputise for the Chief Executive Officer on operational matters as required. 

• Represent the Council in meetings with external partners, stakeholders and 
regulatory bodies. 

• Undertake any other duties commensurate with the level and responsibility of the 
post. 


