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Clerk
Grade: SCP 24–32 £18.35 - £20.20 per hour depending on qualifications and experience
Hours: 16 hours per week at the Parish Office (some hybrid working available on request)
Reports to: Personnel Committee
Pension: Local Government Pension Scheme (20.1% current employer contribution)
Closing date: 31st October 2025 17:00 (may close earlier subject to volume of applications)

Job Purpose

The Parish Clerk is the Proper Officer of the Council and is responsible for the effective
management of the Council's business. The Clerk provides independent, objective, and professional advice to the Council, ensures legal and procedural compliance, implements Council decisions, and acts as the main point of contact for members of the public, partners, and stakeholders. The Clerk is also responsible for managing Council sub contractors, maintaining statutory records, overseeing democratic processes, and promoting community engagement.

Key Responsibilities

Council Administration & Governance  
· Act as Proper Officer of the Council, ensuring that all statutory functions are carried out properly. 
· Prepare agendas, reports, and minutes for Council and Committee meetings in consultation with the Chair and other members. 
· Ensure that all meetings are lawfully convened and conducted in accordance with relevant legislation and the Council’s Standing Orders.  
· Implement Council decisions promptly and monitor follow-up actions. 
· Maintain an effective filing and information management system, including statutory registers, minutes, correspondence, and records. 
· Manage elections and co-options in liaison with the District Council and Electoral Services. 
· Support Councillors with advice and guidance on their roles, responsibilities, and conduct. 
· Collaborate with Councillors and Chairs in discharging their individual roles and responsibilities 

Policy & Strategic Development  
· Assist the Council in developing and reviewing policies, procedures, and strategies to support its aims. 
· Monitor national and local policy changes and advise the Council on relevant legislative and procedural updates. 
· Ensure that the Council’s Standing Orders, Financial Regulations, and policies are reviewed regularly and updated as needed. 

Community Engagement & Representation  
· Act as the primary contact between the Council, local residents, community groups, and external agencies. 
· Respond to public enquiries, correspondence, and Freedom of Information requests 
· professionally and in accordance with legal requirements. 
· Support the development and delivery of community events and consultation initiatives. 
· Represent the Council at external meetings and forums where appropriate. 

Project & Facilities Management  
· Oversee Council-owned buildings, land, and amenities, ensuring effective management and community benefit. 
· Manage projects, including liaising with contractors and other stakeholders, ensuring 
· compliance with relevant permissions and procedures. 
· Maintain an overview of contracts and service agreements (excluding financial control and monitoring assigned to the RFO). 

Legal Compliance & Risk Management  
· Ensure the Council operates within the law, including adherence to the Local Government Act, GDPR, Freedom of Information Act, and other relevant legislation. 
· Maintain the Council’s risk register in conjunction with the RFO and oversee risk assessments for council activities. 
· Oversee health and safety responsibilities relating to council-managed staff and services. 

Additional Responsibilities  
· Manage the day-to-day functioning of the Council. 
· To ensure that statutory and other provisions governing or affecting the running of the Council are observed. 
· To ensure the effective implementation of the Council’s lawful decisions, policies and projects. 
· To act as the representative of the Council as required and be the main point of contact on Council business. 
· To receive correspondence and documents on behalf of the Council and to deal with them or bring such items to the Council's attention. 
· To issue correspondence as instructed or in line with Council policy. 
· To study reports and other data relevant to Council activities and to produce briefing reports for Council discussions. 
· To draft proposals and offer practical advice on possible Council actions. 
· To monitor the Council’s implemented policies to ensure effectiveness and suggest modifications where necessary.  

Additional Information  
· Attendance at evening meetings is required these are held on Tuesday evenings once or twice a month to be worked within your normal contracted hours.
· The role will require occasional lone working and out-of-hours duties. 
· Training and continued professional development are supported and encouraged. 
· You will work in partnership with the existing RFO who will share some of the above responsibilities. Jointly you will report to the personnel committee on how the share of tasks will be delivered effectively.

Person Specification 

Essential  
· Proven administrative experience in a responsible position. 
· Excellent written and verbal communication skills. 
· High level of organisation and attention to detail.  
· Ability to manage competing priorities and work independently. 
· Proficient in Microsoft Office and digital communication tools.  
· Ability to work professionally with councillors, members of the public, and partners. 
· Comfortable dealing with complaints and resolving problems.
Desirable  
· CiLCA qualification
· Understanding of local government law and procedures.
· Experience working in a local council or public sector setting. 

Qualifications and Training  
· CiLCA qualification preferred 
· To continue to acquire the necessary professional knowledge required for the efficient management of the Council’s affairs (e.g. SLCC membership). 
· To attend training courses or seminars on the work and role of the Clerk as required by the Council. 
· To attend relevant conferences such as NALC, SLCC, or ESALC as a representative of the Council. 
· To prepare, in consultation with the Chair, press releases on Council decisions and activities. 
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