Vacancy: Clerk to Chailey Parish Council
Hours: 16 hours per week
Rate of Pay:  £18.35-£22.20 per hour (SCP 24-32) dependent on qualifications and experience
Closing Date: 5pm on 31st October 2025

🌟 We're Hiring! 🌟 
Chailey Parish Council is looking for a motivated, organised, and community-minded individual to take on the exciting and flexible role of part time Clerk (executive officer).
 
📋 What you’ll do:
Be at the heart of our Parish Council — supporting councillors, managing day-to-day operations, and helping deliver projects that benefit our village. You’ll be the main point of contact for residents, partners, and local organisations, ensuring the smooth and lawful running of Council business. You will prepare the agendas and minutes for Parish Council meetings which are held on Tuesdays 1-2 evenings per month. Your usual place of work will be the Parish Office at The Reading Rooms, Chailey Green but some hybrid work is also available. You will work alongside our existing Responsible Finance Officer. 

💼 Additional Details:

✅ Excellent Local Government Pension (20.1% current employer contribution)
✅ Training & support provided
✅ A rewarding role making a real difference in our community! 
✅ Previous experience in local government is a bonus—but not essential
✅ Driving licence use of car is essential due to geographical spread of the village


For further information on this role, please email the Clerk, Bettina Newell at Clerk@chaileyparishcouncil.gov.uk 


