NORTHIAM PARISH COUNCIL
JOB DESCRIPTION

[bookmark: _Hlk204709396]Post Title:		Deputy Clerk (and Responsible Financial Officer)
Responsible to:	Parish Clerk
Job Purpose:		To assist the Clerk in all key activities and act as RFO.
Hours:			10 hours per week
Pension:		LGPS pension scheme

Key Activities
Legal
1. To ensure the statutory and other provisions governing or affecting the operation of the Council are observed in the absence of the Clerk.
2. To recognise and be aware of the requirements of Health & Safety at Work Act, as well as Fire & Safety regulations, and ensure that these are observed and regularly carried out.
3. To familiarise her/himself with all policies of the Council and contribute to their review.
Financial
4. To maintain the Council’s accounts and prepare monthly monitoring statements and records for audit purposes and VAT.
5. To prepare the year end accounts and the Annual Return.
6. To manage purchase orders and invoices on behalf of the Council for goods and services and ensure payments due are received.
7. To co-ordinate with the payroll provider as required.
Service to Public and Community
8. Communicate with public and visitors face to face, by telephone and via e-mail.
9. To build positive working relationships with outside agencies and community bodies.
Administrative
10. To administer Council documentation delegated by the Parish Clerk.
11. To take responsibility for clerking and managing designated committees and working groups, including preparing agendas and minutes. Undertaking research and implementing agreed actions as required, in consultation with the Clerk and Chairs.
12. To ensure data on the Council’s website complies with the Transparency Act Regulations.
Public Relations
13. Contribute to the content of the Council website.
14. To assist the Clerk in preparing for public consultations and events.
Other
15. To continue Continuous Professional Development by attending relevant training and seminars etc.
16. To undertake such other duties as maybe reasonably required by the Council.
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