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	JOB TITLE
	Senior Economic Development and Tourism Officer

	GRADE

	  SCP 36-39

	POST NUMBER

	  6181B 

	RESPONSIBLE TO

	  Economic Development Manager

	RESPONSIBLE FOR

	  Tourism Assistant

	PRIMARY LOCATION

	  Council Offices, International House, Ashford, Kent, TN23 1HU

	WORKING PATTERN

	  Full Time, Permanent

	ON CALL / CALL OUT ARRANGEMENTS
	None specified. The post holder may be required to attend early and/or late meetings and to work weekends or bank holidays from time to time to support events and initiatives.

	JOB SUMMARY
	Assist the Economic Development Manager with the delivery of key Economic Development activities to support the development of the Ashford economy. The role will support wider economic development projects across the borough, develop the Council’s programme of support for businesses and inward investment enquiries, support town centre projects and activities that improve viability and vitality. The role will also support the promotion of the borough’s tourism offer and the development of projects that support growing tourism markets. The role requires skills and experience in project delivery, data research and analysis, contract management, marketing or promotion, and good interpersonal skills.

	ROLE REQUIREMENTS

	

	
	Marketing and Website

	1.
	To be responsible for the programming, researching and delivery of news items, blog posts and other copy for economic development promotional literature and materials.

	2.
	Manage and develop the Experience Ashford and Tenterden social media accounts and website development, working with the Tourism Assistant.

	3.
	Lead the delivery of the AshfordFor campaign, working with the Economic Development Manager, Senior Marketing Officer, and Town Centre Regeneration and Marketing Assistant on content and promotional campaigns.

	4.
	Provide position statements on key issues and updates as required.

	
	Town Centre Reset

	5.
	Support the Town Centre Regeneration Manager in the delivery of the Town Centre Reset action plan, supporting improvements to key areas of the town centre through projects, grants programmes, business support and business liaison.

	
	Business Support Programme

	6.
	Lead the development and management of the Council’s business support programme for businesses across the borough.

	
	Business Liaison

	7.
	Work with the Ashford & Tenterden Tourism Association to develop and grow the organisation.

	8.
	Organise a programme of Economic Development Business Visits for senior members and managers, working with the Economic Development Manager to inform the Council of the challenges and opportunities for local businesses across the borough.

	9.
	Develop and deliver good communication with businesses in the borough through website pages, social media, participation in business events, and direct communication.

	
	Tourism

	10.
	Develop project plans and deliver projects that improve the tourism offer within the borough, working with the Economic Development Manager and Tourism Assistant.

	
	Strategic Projects

	11.
	Support the Economic Development Manager in progressing strategic projects such as the Local Plan, the Ashford International Station Investment Area, the Economic Development Strategy and the campaign for returning International Rail Services to Kent.

	
	Enquiry Handling and Follow-ups

	12.
	Respond to enquiries from businesses and inward investment enquiries, co-ordinating responses and providing excellent customer service.

	
	Research and Information

	13.
	Maintain up to date accessible information on the economy of the Ashford Borough, its town centres and the tourism sector. Undertake research into emerging project developments, producing information reports to support the evolution of economic development and town centre strategies.

	
	General

	14.
	Assist the Economic Development Manager with budget processing and management, and support the wider Economic Development team as required.

	15.
	Draft reports and briefing papers for member committees, project groups and public meetings with senior level support.

	16.
	Provide economic development and tourism responses to planning applications, supporting the Economic Development Manager.

	17.
	Line manage the Tourism Assistant to ensure delivery of the tourism marketing and offer.

	18.
	Contribute to the preparation of the Service Development Plan and assist with other projects and services as requested by the Economic Development Manager.

	19.
	Equal Opportunities
To promote equality of opportunity in employment and service provision and eliminate unlawful discrimination.
To recognise that people have different abilities to contribute to the council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	20.
	Emergency Planning
To participate as required in the council’s Emergency Planning operations including undertaking training and exercising as directed.
To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours.
To participate in the recovery stage following the emergency.

	21.
	Business Continuity - In the event that an incident has occurred which disrupts the council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	22.
	Data Protection - To ensure that data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation.

	23.
	Health and Safety - All employees have responsibilities under The Health and Safety at Work Act 1974. These responsibilities are laid out in the council’s Health and Safety Policy, available on the Intranet or from Personnel.

	24.
	Safeguarding - Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough.

	25.
	Additional Duties - To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	DATE
	September 2026




	PERSON SPECIFICATION
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	· GCSEs and A-Levels, or equivalent, with excellent grades in English and a good pass in Mathematics.
· Degree in a related qualification or equivalent.
	

	EXPERIENCE
	· Experience of researching and writing articles, reviews or other promotional materials.
· Experience of data analysis and translating that into policy, strategy or reports.
· Experience of organising events or activities.
· Experience of working in marketing, economic development, tourism or operations.
· Experience of successfully using a range of social media to support communication, consultation and engagement activities.
· Experience of producing and updating website content.
· Experience of dealing with people face to face.
	· Experience of developing and delivering economic development, tourism or town centre regeneration projects.
· Experience of staff supervision or line management.

	SKILLS & KNOWLEDGE
	· Excellent verbal and written communication skills.
· IT literate and proficient with Microsoft Office.
· Familiarity with and ability to effectively use SurveyMonkey, social networking sites and social monitoring tools.
· Good social media management and development skills.
· Excellent organisational skills.
· Event management skills.
· Strong analytical skills.
· Excellent interpersonal skills and the ability to develop positive relationships with partner organisations and local businesses.
	· Good statistical and research skills.
· Understanding of Local Government structures and processes.

	OTHER REQUIREMENTS
	· Keen to learn.
· Attention to detail.
· Creative approach.
	





Contractual / Training Requirements 
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	Yes
	No

	Requires Driving Licence
	Yes
	No

	Management/Supervisor Responsibilities 
	Yes
	No

	Night Working - Working 3+ hours  between 11pm and 6am
	Yes
	No

	Lone Working 
	Yes
	No

	Working in confined spaces
	Yes
	No 

	Safety Critical Worker – completing a task e.g. working at heights or with hand-held machinery - if impaired would pose a significant risk to self/others.
	Yes
	No

	Health Surveillance – Includes audiometry, HAVs, dermatology, lung function.
	Yes
	No

	Enforcement Responsibilities – name cannot be disclosed 
	Yes
	No

	Emotionally Demanding - employee is dealing with trauma / vicarious trauma 
	Yes
	No

	Conflict Exposure – employee will frequently encounter disagreements/disputes of varying intensity while carrying out their role 
	Yes
	No

	Enforcement/ Security Industry Authority licensed - employee licensed by (SIA)
	Yes
	No

	Safeguarding Training Required
Level 1 - Ad hoc contact / never be left alone with a child, young person or adult at risk
Level 2 - Likely to come into contact with children/young people/adults at risk, through the nature of the role, but has no responsibility for supervision, or has line management
Level 3 - Responsibility for supervision of children, young people or adults at risk, or has safeguarding lead responsibilities as part of their role.
	Level 1
	Level 2 
	Level 3

	DBS check required – confirmed by a counter-signatory
	BPSS / Basic
	Standard
	Enhanced

	Asbestos Exposure
1 - Office based with little or no exposure risk
2 - Likelihood of contact is remote and secondary to their role
3 - Potential to encounter asbestos as part of their role
	Level 1
	Level 2 
	Level 3

	Legionnaires exposure
1 - Basic Awareness Training - may come into contact with bacteria in water systems
2 - Training on Legionnaires Disease - directly working with any of the following (or other sources of contaminated water)
	Level 1
	Level 2 

	Weil's exposure
Employees who work in areas where they may come into contact with the urine of infected animals, such as such as rats, cattle, pigs, and dogs. OR contaminated water or soil
	Yes 
	No
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