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How to contact us

Write to: Manor House, Church Street, 

Littlehampton, West Sussex, BN17 5EW

Email: ltc@littlehampton-tc.gov.uk
Call: 01903 732063

Find us online: www.littlehampton-tc.gov.uk 

Town Clerk – Laura Chrysostomou


Communications and Civic Officer

Salary: NJC Scale 5 (SCP 12–17) £28,598 - £31,022 (depending on experience)
Location: The Manor House, Church Street, Littlehampton, BN17 5EW

Contract: Permanent 

Working Pattern: Monday to Thursday 8:30-17:00, Fridays 8:30-16:30. 
Hours: 37 hours per week. Occasional out of hours/ weekend/ evening work.
Littlehampton Town Council is seeking a creative, organised and professional Communications and Civic Officer to lead on the Council’s communications activity and provide comprehensive support to the Civic Office.

This is an exciting role at the heart of the Council’s public-facing work, combining digital communications, marketing, media liaison and civic administration. You will help ensure residents, partners and stakeholders are informed, engaged, and connected with the work of the Town Council, while supporting the smooth delivery of civic functions and events.

This role has two key areas of responsibility:

1. Communications and Publicity

You will manage and deliver the Council’s communications across all channels, ensuring information is accurate, accessible and engaging. This includes maintaining website content, creating digital and written materials, managing social media and press releases, supporting internal communications, coordinating photography and design work, tracking engagement, and liaising with media and partners.

2. Civic Office Support

You will support the Town Mayor by managing correspondence, diaries and engagement requests, organising major civic events (such as Mayor Making, Remembrance Sunday and the Annual Town Meeting), attending civic functions on occasions, coordinating the Merit Awards, and maintaining civic records and inventories.

You will also support general administration, financial records and project work as required.

In return we can offer 23 days annual leave and access to the Local Government Pension Scheme. An element of hybrid working will be considered in light of the requirements of the role.
For an informal discussion about this role contact Sofia Chittenden, Head of Community Engagement and Development via email schittenden@littlehampton-tc.gov.uk 

If you are interested in this varied role, we would welcome an application from you – only applications submitted using our application form will be considered. 
Please refer to the Job Description and Person Specification which is available on our website
Closing date: Midnight Sunday 29 March 2026

Shortlisting: Week commencing Monday 30 March 2026

Interview date: Tuesday 14 April 2026

Start date: As soon as possible

