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Parish Clerk – Sam Adeniji     Email: clerk@chalvingtonwithripe-pc.gov.uk       Phone: 07767405562
Address - 
---------------------------------------------------------------------------------------------------------------------------------------------------
VACANCY FOR A PART TIME CLERK AND RESPONSIBLE FINANCE OFFICER 
 TO CHALVINGTON WITH RIPE PARISH COUNCIL (THE COUNCIL)


Chalvington with Ripe Parish Council (CWRPC) is seeking applications from experienced candidates interested in undertaking this varied and interesting role, providing professional support and guidance to councillors.

You will arrange meetings, issue agendas, prepare minutes, offer advice and be the point of contact for members of the public.  It is essential that the successful candidate has good interpersonal skills, is able to communicate with councillors, residents, local authorities and other agencies.  We therefore need someone with excellent administrative and numeracy skills, able to work on their own initiative, and with current IT skills. You will need to be proactive to support our Councillors and our residents and able to work independently from home.
· Part time: 7 hours per week;
· Place of work: Home-based with evening attendance at meetings (typically one evening every month);
· Starting rate of pay: SCP 31-34 (£20.98-£22.22.65) per hour depending on qualifications and experience;
· Holidays: 21 days per year in addition to normal bank and public holidays;
· Closing Date: 28th March 2025
· Start Date: It is anticipated that the successful candidate will be able to commence in April 2025.

An application form and the job description are available on request from Emily Simpson at admin@esalc.co.uk. Application forms should be returned to admin@esalc.co.uk by the closing date (28th March 2025). 

For any queries, Emily can be contacted on 07881 714526. 
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