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JOB DESCRIPTION

CLERK AND RFO TO THE PARISH COUNCIL

Overall Responsibilities

The Clerk to the Parish Council will be the Proper Officer of the Council and as such is under a statutory duty to carry out all the functions, and in particular to serve or issue all the notifications required by law of a local authority's Proper Officer. The Clerk will be totally responsible for ensuring that the instructions of the Council in connection with its function as a Local Authority are carried out. The Clerk is expected to advise the Council on, and assist in the formation of, overall policies to be followed in respect of the Authority's activities and in particular to produce all the information required for making effective decisions and to implement constructively all decisions. The person appointed will be accountable to the Council for the effective management of all its resources and will report to them as and when required. The Clerk will be the Responsible Financial Officer and be responsible for all financial records of the Council and the careful administration of its finances.

Specific Responsibilities

1. To ensure that statutory and other provisions governing or affecting the running of the Council are observed.

2. To monitor and balance the Council's accounts and prepare records for audit purposes and VAT plus all management responsibilities for their payroll.
3. To ensure that the Council's obligations for Risk Assessment are properly met.

4.
To prepare, in consultation with appropriate members, agendas for meetings of the Council and Committees. To attend such meetings and prepare minutes for approval.  

5.
To attend all meetings of the Council and all meetings of its committees and sub-committees. 

6.
To receive correspondence, documents and representations on behalf of the Council and to deal with the correspondence, documents and representations or bring such items as directed by the Council to the attention of the Chairman and Council.  To issue correspondence as a result of instructions of, or the known policy of, the Council.

7.
To receive and report on invoices for goods and services to be paid for by the Council and to ensure such accounts are met. To issue invoices on behalf of the Council for goods and services and to ensure payment is received.

8.
To study reports and other data on activities of the Council and on matters bearing on those activities. Where appropriate, to discuss such matters with the Chairman or other specialists and to produce reports for circulation and discussion by the Council.

9.
To draw up both on his/her own initiative and as a result of suggestions by 

Councillors’ proposals for consideration by the Council and to advise on practicability and likely effects of specific courses of action.

11.
To monitor the implemented policies of the Council to ensure they are 

achieving the desired result and where appropriate suggest modifications.

12.
To act as the representative of the Council as required.

13.
To issue notices and prepare agendas and minutes for the Annual Parish Meeting: to attend the assemblies of the Annual Parish Meeting and to implement the decisions made at the assemblies that are agreed by the Council.

14.
To prepare, in consultation with the Chairman, press releases or articles for local press and The Pew about the activities of, or decisions of, the Council.

15.
To attend training courses or seminars on the work and role of the Clerk as required by the Council.

16.
To work towards the achievement of the status of Qualified Clerk as a minimum requirement for effectiveness in the position of Clerk to the Council. 

17.
To continue to acquire the necessary professional knowledge required for 

the efficient management of the affairs of the Council.  The Parish Council recommends membership of your professional body The Society of Local Council Clerks and will pay the annual subscription.

18.
To attend the Conference of the National Association of Local Councils, 

Society of Local Council Clerk’s, and other relevant bodies, as a representative of the Council as required.

	Westbury-sub-Mendip Parish Clerk and RFO Person Specification

	Competency
	Essential
	Desirable

	Qualifications/

Education/Certification
	Minimum 5 GCSE /
O Levels or equivalent including Maths and English.
Certificate in Local Council Administration (CiLCA) or willingness to work towards obtaining this qualification.
	Level 4 or above qualification in Local Administration or Finance.

	Experience in administration, payroll and finance
	Minimum of 2 years’ experience in administration and finance preferably in a similar role including preparation of agendas and taking minutes, familiarity with payroll, setting and managing budgets and preparing financial statements.
	Level 4 or above qualification in Local Administration or Finance.

	Knowledge of Local Government/Council environment 

 
	Understanding of the legal requirements governing the activities of a Parish Council. Some understanding of how Local Authorities work.
	Certificate in Local Council Administration (CiLCA).
Experience of working in another public body or not for profit organisation.

	IT and communication skills
	Excellent IT skills and familiarity with use of internet, emails, word processing, financial spreadsheets and website administration. 

Good reading and analytic skills. Able to write clearly and accurately.

Excellent communication and interpersonal skills. Good at working with a range of people in different roles. Diplomatic and tactful, and able to show political sensitivity. 
	Familiarity with Wordpress or willingness to undertake relevant training.

Experience of working in socially and culturally diverse environments.
Experience of both horizontal and vertical team structures within regulatory environments.

	Organisational and time management skills
	Excellent skills in organising own workload, maintaining progress and meeting deadlines. 
	

	Relevant knowledge, education, professional qualifications and training
	Lively interest and understanding of local affairs and the local community.
	Experience of working with voluntary and/or local community groups

	Availability
	Must be prepared to attend monthly meetings of the Council (or the meetings of other local authorities and local bodies) in the evening and events in the evening and at weekends.

	Full Driving Licence would be helpful. 



	Training
	Ability and willingness to undertake relevant training where necessary/relevant.
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APPLICATION SELECTION PROCESS
The formal selection process by interview will take place in April 2020 on a date to be mutually agreed.
The appointment will be made by the Appointment Panel, which will comprise three councillors including the Chair.
Interview
Candidates will be required to attend an interview at a time to be allocated individually.  The interview will last up to an hour.
References
Formal references will be taken up following an offer of employment.
Candidates with Disabilities
Any candidate who self-identifies with a disability should contact the Clerk in confidence prior to interview so that reasonable adjustments can be made to ensure the recruitment/interview process is equitable.
Code of Conduct
The post holder will be required to observe the requirements of the Council’s Code of Conduct for employees and any national provisions in this respect. Any potential conflict of interest which arises during the course of employment should be brought to the attention of the Parish Council and entered in the Register of Officers’ Interests.
Criminal Convictions
Failure to declare an unspent criminal conviction may lead to the appointment being terminated.   The successful candidate must also disclose any subsequent conviction to the Chair of the Council.
Pre – Employment Checks
Any offer of employment will be subject to two satisfactory references being received (one from the present or previous employer).
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APPLICATION FORM
For the post of

PARISH CLERK AND RESPONSIBLE FINANCIAL OFFICER

Closing date for applications: Tuesday 14th April 2020

Interview date to be confirmed

Please complete this form electronically and attach a full CV covering your education, career posts and current outside interests that are relevant to this post plus memberships of professional and voluntary bodies.

	Surname:
	First Names and Title:

	
	

	Address:
	Mobile & landline telephone nos:

	
	

	Email address:
	

	Please give your reasons for applying for this position, say what experience you feel you have which would enable you to do it well. Please expand the box as necessary.

	

	Please give details of any current work or voluntary or domestic commitments that might create or lead to any conflicts of interest with the post of Parish Clerk. Please expand the box as necessary.

	

	References. Please give the names and addresses of two referees. One should be your present or last employer if possible. Also indicate the nature of your relationship with each referee.

	Referee 1 Name:
	Referee 2 Name:

	
	

	Address:
	Address:

	
	

	Telephone No:
	Telephone No:

	Email address:
	Email address:

	
	

	Nature of Relationship:
	Nature of Relationship:

	
	

	May we approach them now? Yes/No
	May we approach them now? Yes/No


Please email your completed application form to the Clerk:
clerk@westburysubmendip-pc.gov.uk
Thank you for your interest and good luck with your application.

