


Job Description

	Job Title
	Parish Clerk

	Responsible To
	Parish Council

	Responsible For
	RFO, Assistant Clerk, Community Engagement Coordinator, Parish Maintenance Person 

	Duties
	As per Job Description

	Hours
	20 hours per week rising to 24 hours per week



Clerk - Overall Responsibilities
The Parish Clerk will be the Proper Officer of the Council as such 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 Parish 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 Parish 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.  In particular, to produce all the information required for making effective decisions and to implement constructively all decisions.  The Parish Clerk will have overall responsibility for the financial management of the Council and will be accountable to the Council for the effective management of all its resources and will report to them as and when required.  


Clerk - Specific Responsibilities
1. Ensures that statutory and other provisions governing or affecting the running of the Council are observed.
2. Prepares, in consultation with appropriate members, agendas for meetings of the Council and Committees.  To attend such meetings and prepare minutes for approval.
3. Attends all meetings of the Council and all meetings of its committees and sub-committees, or delegates this duty to the Assistant Clerk with the agreement of the Chair of the Council.
4. Monitors any issues relating to the Parish Office, including its maintenance and lease, report these to Council and carry out any instructions made by Council.
5. Monitors any issues relating to the Groombridge Post Office building in conjunction with the managing agents, including its maintenance and lease, report these to Council and carry out any instructions made by Council.
6. Overall management of parish assets, through the line management of the Parish Maintenance Person
7. Meets with and maintains regular communication with the Chair
8. Receives correspondence and documents on behalf of the Council and deals with the correspondence or documents or brings such items to the attention of the Council.  Issues correspondence as a result of instructions of, or the known policy of the Council.
9. Studies 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 or appropriate committee.
10. Draws up both on his/her own initiative and as a result of suggestions by Councillors proposals for consideration by the Council and advise on practicability and likely effects of specific courses of action.
11. Supervises any other members of staff as their line manager in keeping with the policies of the Council and undertakes all necessary activities in connection with the management of salaries, conditions of employment and work of other staff.
12. Monitors the implemented policies of the Council to ensure they are achieving the desired result and where appropriate suggest modifications.
13. Has day-to-day responsibility for ensuring the Health and Safety policy is put into practice.
14. Undertakes risk assessments as required for Council led activities.
15. Works with the Chair on recruitment of Councillors through Election or co-option
16. Provides inhouse induction and bespoke training as required for councillors
17. Provides advice and support to Councillors to allow them to undertake their roles lawfully.
18. Undertakes play inspections when Parish Maintenance Person is lead councillors are unable to do so. 
19. Acts as the representative of the Council as required.
20. Issues notices and prepares agendas and minutes for the Annual Parish Meeting; attends the Annual Parish Meeting and implements the decisions made at the Meeting that are agreed by the Council.
21. Prepares, in consultation with the Chairman, press releases about the activities or decisions of the Council.
22. Acts as point of contact for all media enquiries and responses.
23. Leads on works relating to business and operational planning of the Council
24. Attends training courses or seminars on the work and role of the Clerk as required by the Council.
25. Has, or to work towards, the achievements of the status of Qualified Clerk as a minimum requirement for effectiveness in the position of Clerk to the Council. To attend other training relevant to the role.
26. Continue to acquire the necessary professional knowledge required for the efficient management of the affairs of the Council; it is suggested membership of the professional body The Society of Local Council Clerks.
27. Attends the Conferences of the National Association of Local Councils, Society of Local Council Clerks and other relevant bodies, as a representative of the Council as required.





