JOB DESCRIPTION 

CLERK/RFO TO CHAILEY PARISH COUNCIL

Overall Responsibilities

The Clerk to Chailey 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 responsible for all financial records of the Council and the careful administration of its finances.

Specific Responsibilities

DUTIES & POWERS: To ensure that statutory and other provisions governing or affecting the running of the Council are observed.
CORRESPONDENCE: To receive correspondence and documents on behalf of the Council and to deal with the correspondence or documents or bring such items to the attention of the Council.  To issue correspondence as a result of instructions of, or the known policy of the Council. To submit responses to statutory and non statutory consultations and questionnaires on behalf of the council. To make correspondence available to members of the public for inspection. To maintain a Register of Archived Documents submitted to the ESCC Record Office.
MEETINGS: To prepare, in consultation with appropriate Members, agendas and agenda papers for meetings of the Council and Committees. To attend such meetings and prepare minutes for approval. To ensure that notice and quorum requirements are met. To act as the representative of the Council as required.
POLICY & PROCEDURES: 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 administrators and specialists in particular fields and to produce reports for circulation and discussion by the Council. 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. To assist with updating of policy documents. To advise on local authority procedures and best practice with reference to NALC Legal Topic Bulletins and other guidance.
REVIEW & MOINITORING: To monitor the implemented policies of the Council to ensure they are achieving the desired result and where appropriate suggest modifications. To ensure that the Standing Orders, Financial Regulations, The Publication Policy, Data Protection Policy, Health & Safety Policy, Complaints Policy & Copyright Policy are updated, as appropriate.
ELECTIONS & CODE OF CONDUCT: To prepare/distribute notices re appointment of elected and co-opted Members of Council. To maintain a Register of Members; a Register of Declarations of Acceptance of Office; a Register of Members' Interests and a parish Electoral Roll. To ensure that the Code of Conduct is adopted into Standing Orders and to liaise with the District Monitoring officer as appropriate.
PLANNING APPLICATION CONSULTATIONS: To maintain records of planning and tree works applications received from LDC, ESCC and the Forestry Commission and records of appeals referred to the Planning Inspectorate and note parish council and deciding authority decisions thereon. To refer matters to LDC Enforcement as appropriate. To make available to members of the public copies of applications for inspection.
ACCOUNTING RECORDS: To prepare, monitor and balance the Council's accounts and prepare records for audit purposes and report on Financial Matters Arising for monthly Full Council meetings. The Council’s financial data is recorded on the RBS software designed for Parish Councils. To prepare returns for submission to the external auditors; to HM Rev and Customs (via payroll processors) and to HM Customs and Excise. To receive and report on quotations and 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. To make accounting records and the Annual Return available to members of the public for inspection.

INTERNAL & EXTERNAL AUDIT: to ensure that work done complies with terms of engagement and to prepare drafts of the Annual Governance Review and the Review of the Effectiveness of Internal Audit for approval by council. 

BUDGET & PRECEPT: To prepare a draft budget for approval by Members and to advise on annual Precept requirements.  

PARISH ALLOTMENTS & GRAZING FIELDS: To maintain a register of tenants and issue tenancy agreements and ensure terms of agreements are complied with. 
CHAILEY READING ROOM: To maintain a register of bookings, to ensure that hire conditions are complied with and that the Reading Room is maintained in satisfactory order.

LAND, BUILDINGS & STREET FURNITURE: To ensure that HM Land Registry is advised to any changes in parish council land holdings and charges thereon; to liaise with third parties re requests for grants of access, wayleaves and passage of services; to maintain a Register of Fixed Assets held by the council and to hold a reference Collection of Deeds & Legal Documents. To arrange annual and ad hoc contracts for provision, repair, maintenance and replacement of parish assets. 
GRANTS & DONATIONS: to maintain registers of applications for grants and donations and decisions thereon. To ensure that S.137 (LGA 1972) thresholds are satisfied and that grants in excess of the approved minimum are monitored.  To prepare grant submissions made on behalf of the parish council and to liaise with Members and other interested parties with regard to ad hoc projects within the village. 
RISK, INSURANCE & EMERGENCY PLANNING: To ensure that the Council's obligations for Risk Assessment are properly met and to update and amend insurance cover as appropriate. To organise periodic in-house and external safety inspections as required. To ensure that appropriate insurance cover is held by contractors working on behalf of the council. To review the responsibilities of the council as a trustee. To ensure that the Emergency Plan database of contacts and procedures are updated, as appropriate.

STAFF & PAYROLL: To supervise any other members of staff as their line manager in keeping with the policies of the Council and to undertake all necessary activities in connection with the management of salaries, conditions of employment and work of other staff. To submit payroll information to the council's external payroll processor and verify annual returns submitted on behalf of the council.
ANNUAL PARISH MEETINGS: To issue notices and prepare agendas and minutes for the Annual Parish Meeting. To attend the assemblies of the Parish Meeting and to implement the decisions made at the assemblies that are agreed by the Council.

COMMUNICATIONS: To ensure prompt display of statutory and community notices on the parish notice boards, community notice boards and Reading Room board. To act as website administrator for the councils' community website, liaising as appropriate with section administrators and the website provider. To assist local groups and organisations with publicity for events and meetings. To review parish council items for inclusion in the monthly village newsletter 'Chailey News' about the activities of, or decisions of, the Council. To assist with the running of the Community Information Point and programme of community ‘outreach’ sessions.
TRAINING & CONFERENCES: To attend training courses or seminars on the work and role of the Clerk as required by the Council. To continue to acquire the necessary professional knowledge required for the efficient management of the affairs of the Council:   Membership of the professional body The Society of Local Council Clerks is recommended. 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.
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