
We are seeking a flexible, methodical and self-motivated administrator, a good communicator 
with strong IT and clerical skills. A positive customer focus and an ability to organise is 
required in order to work closely with local professionals and residents.   

Working to the Cranbrook Healthy New Town Programme Manager, the post holder will 
provide administrative support for the team helping to organise and communicate events, 
respond to enquiries, record data and report on the programme learning.

The post holder will be required to work during office hours across 3 to 5 days, with an 
expectation to work occasionally at weekends or evenings as required.

You may be required to travel within Devon and across England to relevant programme events 
and meetings. The post will be based at the Younghayes Centre, Cranbrook, Devon.

The Cranbrook Healthy New Towns programme is an exciting national programme, which involves collaborative 
working across the health, care and planning sectors both locally and nationally. The post holder will support 
the Programme Director and Manager and contribute to the effective delivery of the programme outcomes.  

The NHS England Healthy New Towns Programme is an ambitious initiative which aims to shape the health 
of communities and to rethink how health and care services can be delivered. The programme facilitates 
engagement between a variety of strategic partner agencies, business leaders, elected members and 
innovators, in addition to the central involvement of the emerging communities themselves. 

The Healthy New Towns programme offers a golden opportunity to radically rethink how communities live and 
how they can take a cutting edge approach to improving their health, wellbeing and independence. Learning 
from the programme will be spread across the country to inform future housing developments.

In March 2016, Cranbrook in East Devon was announced as one of ten demonstrator Healthy New Town sites. 
In March 2017 it was agreed that Devon County Council would take the role of lead organisation for the 
second phase of the programme.

Devon County Council will be hosting this post on behalf of the Cranbrook Healthy New Town Executive 
Group.

For further information please contact Louise Cole.  
Email: louise.cole@devon.gov.uk       Landline 01392 383000       Mobile 07583 408107

New Town 
Administrator

Grade C (£16,123 - £17,772 pro rata) 
This is a fixed term post offered for 16 months, part-time (0.5WTE/18.5 hours)

Start Date January 2018.  End Date May 2019 
Application deadline: 25th January 2018 
Interview date: 31st January 2018 at the Younghayes Centre, Cranbrook

Devon County Council, in partnership with NHS England and the Cranbrook Healthy New Town Executive Group.


