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Appointment of Unity Centre Assistant (Part Time) 
Application Pack 









About Us:
Northstowe Town Council is going to be operating the Unity Centre, a welcoming hub at the heart of our community. The centre provides a wide range of activities for residents of all ages, including toddler and youth groups, social clubs, community events, and a friendly café space. The team is committed to fostering an inclusive, vibrant environment where everyone feels at home.

Based on the site of the former RAF Oakington base and surrounding farmland  between Cambridge and Huntingdon, Northstowe is a sustainable new development  that is richly steeped in local history, giving it an identity that is entirely unique and  one that promotes health and well-being. 

Northstowe is located 8km to the northwest of Cambridge, adjacent to the  Cambridgeshire Guided Busway. To the south, Northstowe extends towards the  village of Oakington and Westwick and to the west it abuts the village of  Longstanton.

Northstowe will have around 10,200 new homes and an anticipated population of  around 26,200 people. In addition to residential developments, Northstowe will have  mixed use local centres, a vibrant town centre, employment land, sports hubs,  primary schools and a secondary school.

Parish and Town Councils are the first tier of Local Government, closest to its  electorate, Northstowe Town Council is represented by 15 members, whose main  function is to give a democratically elected voice to the people of Northstowe on the  issues that concern them the most.  

Northstowe Town Council was established on the 1st April 2021 by a re-organisation  order. It is represented by 15 members, whose main function is to give a  democratically elected voice to the people of Northstowe on the issues that concern  them the most.  

Information relating to the Town Council can be found on its website:  www.northstowetowncouncil.gov.uk
 
We’re looking for an enthusiastic Centre Assistant (reporting to the Assets and Estates Manager) to join our dedicated team and help keep our busy centre running smoothly. This is a hands-on, varied role where no two days are the same — perfect for someone who enjoys working with people, taking pride in their work, and making a real difference in their local area.
 
About the Role
We are looking for a friendly, proactive and community-minded Centre Assistant to help ensure our community centre remains safe, welcoming and well-organised for all users. Working as part of the wider Northstowe Town Council team, you will support day-to-day operations, room setups, customer service, basic administration and community activities. This role is ideal for someone who enjoys working with people and contributing to a positive community environment.
Renumeration Package
For the right individual, Northstowe Town Council can offer: 
· A salary in the range of NJC scale of SCP 6 (£13.47 per hour) to SCP 9 (£14.13 per hour). 
· 6% Employer Matched Pension Scheme. 
· 20 hour working week. 
· 25 days holiday (pro-rata for part time staff).
· Training in the role. 

Key Responsibilities
Customer Service & Visitor Support: Welcome visitors, hirers and community groups to the centre, ensuring excellent customer service at all times. Provide basic information, respond to simple enquiries and signpost more complex queries to the appropriate member of staff.
Room Setup & Event Support: Prepare rooms for bookings, classes and community activities, including arranging furniture and equipment. Clear and reset rooms after use to ensure smooth transitions between activities.
Cleaning & Presentation: Assist the Caretaker and wider team with maintaining an exceptionally clean, tidy and presentable centre. Carry out routine cleaning tasks as required to ensure a safe and welcoming environment for users.
Administration & Bookings Support: Support basic administrative tasks such as updating booking schedules, logging attendance and completing simple records. Assist with occasional social media updates or promotional tasks as directed by the Communications/Clerk’s team.
Community Activities: Contribute to delivery of community events, activities and programmes run within the centre. Engage positively with users of all ages, helping create a warm and inclusive atmosphere.
Community Support & Positive Representation: Provide friendly, helpful customer service to centre users. Contribute to creating a welcoming environment and promoting positive relationships with local residents, groups and service providers.
Record Keeping: Maintain simple logs including cleaning schedules, maintenance checks, and incident records where required. Assist in reporting defects, safety issues or building concerns to the appropriate manager.

We are looking for someone who:
· Is friendly, approachable and reliable, with a positive attitude to serving the community.
· Works well both independently and as part of a team.
· Has good communication skills and is comfortable interacting with people from a wide range of backgrounds.
· Is organised, adaptable and able to manage a variety of tasks.
· Can work flexibly, including some evenings and weekends.

Hours of Work
Due to the nature of this role, the core hours of work are as below:
Monday to Sunday – 20 hours per week. 
Shift Patterns to Include hours between:
· Monday to Friday – 9am – 2pm. 
· Monday to Friday – 12pm – 5pm. 
· Monday to Friday – 4pm – 9pm. 
· Saturday: 9am – 2pm. 
· Saturday: 12pm – 5pm. 
· Saturday: 4pm – 9pm. 
· Sunday: 10am – 5pm. 
· Sunday: 11am – 1pm. 
· Sunday: 2pm – 5pm. 
There will also be out of hours occasional work, if you’re a keyholder, for which you will be eligible for a additional payment, at the discretion of the Town Council. 




 HOW TO APPLY 
Please read all of the Application Pack prior to completing your application and make  clear in your application why you are interested in the position, and what relevant skills  and experience they have, with reference to the Job Description and Person Specification as outlined in the above text.  
Completed applications MUST include a fully completed application form  The application form should be completed in full and shortlisting will be based on the  information provided. CVs will not be accepted. 
Please also complete and submit the Equality and Diversity Monitoring Form with your  application.  
The closing date for applications is 9AM on 9th January 2026. Applications  received after this time may not be considered.  
It is preferred if you could kindly send your application by email to: Jack.Turner@northstowetowncouncil.gov.uk
Health and Safety 
Northstowe Town Council recognises its obligations under the Health and Safety at  Work etc. Act 1974 to provide appropriate health and safety training and to ensure  safe and healthy premises for all employees and visitors. 
Equality Policies
The Council is committed to a policy of equal treatment of all employees and  applicants and requires all employees to abide by this general principle and the  requirements of legislation and Codes of Practice. In its employment policies all  employees will be given equal opportunities in the application of their conditions of  service, training and promotion prospects, regardless of sex, disability, age,  marital/family status, sexual orientation, race, colour, religion, belief or political  persuasion.





NORTHSTOWE TOWN COUNCIL

APPLICATION FORM
Northstowe Town Council is an equal opportunities employer and your application will be  judged solely on merit and irrespective of ethnic origin, race, colour, gender, disability, age,  trade union activity, marital status, religion, belief or sexual orientation or any other protected  characteristic. Please answer all the questions in this form honestly and truthfully and read  and sign the declaration and consents at the end of the form to provide the best chance of  obtaining an interview. If you require any assistance, please contact the Locum Town Clerk, Jack Turner via email to jack.turner@northstowetowncouncil.gov.uk  
Please complete the  form in full in black ink or type and use only A4 size paper for any continuation sheets.  
	PERSONAL DETAILS




  
	Family Name:  
Forename(s): 
Preferred Title: 
Address:  
Post Code: 
Home Tel. No: 
Mobile No:  
Email Address: 













	EDUCATION AND QUALIFICATIONS




Please give details of your education and qualifications obtained plus those currently being pursued. 
	Secondary School, College and/or  University
	Dates
	Subjects studied and/or  
qualifications/grades obtained

	
	From 
	To
	

	
	
	
	





















Please note that you will be asked to produce evidence of your qualifications. 
	PROFESSIONAL AND TECHNICAL BODIES MEMBERSHIP




Please give details of any relevant professional or technical bodies of which you are a member by  examination or subscription and any CPD you have undertaken.
	Name of Institute/Professional Body
	Level of 
Membership 
	Year of Award

	
	
	



























	PRESENT OR MOST RECENT EMPLOYMENT




	Employer: 
Address: 
Post Code: 
Job Title:  
Current or Final Salary: 
Date Commenced: 
Leave Date or Notice Period Required: 




Please indicate the main duties and responsibilities of your current or most recent job. (Please attach a  copy of the job description if you wish.) 
	




Can you indicate why you wish to leave your current/most recent job?
	
























	EMPLOYMENT HISTORY



Please list all your previous employment history in chronological order using a separate sheet if  necessary and please give reasons for any gaps in your employment history.
	Name and Address of  
Employer
	Employment Period 
	Job Title and Salary 
	Reason for  
Leaving

	
	From 
	To
	
	

	
	
	
	
	



	RELEVANT EXPERIENCE AND OTHER SUPPORTING INFORMATION



In this section, please explain how your knowledge, qualifications, skills and experience make you the  preferred candidate for this appointment. If necessary, please use an additional A4 sheet.
	




	PREVENTION OF ILLEGAL WORKING




Are you eligible to work in the UK? Yes /  No 
Do you require a work permit to take up employment in the UK? Yes  / No 
The Council has legal obligations to ensure that you can work legally in the UK. Prior to taking up any  employment you will be required to provide evidence of a passport and/or other relevant documents on  the approved list to satisfy the Council that you comply with this requirement.  
Are there any restrictions on your residing in the UK? Yes / No 
	REFERENCES



Please give details of two persons who we could contact and would be willing to supply a reference for  you. We would prefer your referees to be your most recent employers including your current employer,  if applicable. 

	Name: 
Position: 
Address: 
Post Code:  
E-mail address: 
Tel. No.: 
Capacity known to you: 
	Name: 
Position: 
Address: 
Post Code:  
E-mail address 
Tel. No.:
Capacity known to you: 




Have you any objection to the references being obtained prior to interview. Yes / No 
References will be obtained, and their authenticity checked if you are offered the appointment. 
	RELATIONSHIPS




Are you, to your knowledge, related to or have any relationship with a Councillor or employee of the  Council? Yes / No 
If “yes”, please give details. 
	




	DISABILITY DISCRIMINATION ACT 1995 



Do you have a disability you wish us to know about at this stage? Yes / No  
If yes, to assist us in making the assessment and interview arrangements please note below if you  believe there are any reasonable adjustments we should be making. 
	




	DECLARATION 




I declare that all the foregoing details given in this application are true to the best of my knowledge and  understand that verification checks may be made. I also understand that if the information I have given  is found to be untrue or misleading this will be sufficient grounds for disqualification from appointment  or dismissal from any employment gained. 
Signed _____________________________________ Date __________________________

	DATA PROTECTION CONSENT




I understand that the information given in this form will be processed only by the Council for the purpose  of considering my application for employment and if I am successful in my application this form and the  information in it will be retained in my personnel file for such time as I am an employee and for up to six  years after the end of my employment. Otherwise this form will only be retained by the Council for so  long as it is required in connection with the application.  
Under the Data Protection Act and GDPR you have specific rights including giving consent for the  collection and processing of your personal data. Please see Council’s Data Privacy Statement and  Policy on our website for further information. Please indicate below whether you give consent for us to  collect, record and process the personal data you have provided for the purposes of recruitment,  selection and appointment. 
  
◻ I give my consent. 
Signed _____________________________________ Date __________________________ 

Please complete all sections and do not include a CV
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