Willingdon and Jevington Parish Council

Parish Clerk & Responsible Finance Officer - Person Specification

	
	Essential
	Desirable

	Knowledge 
	· Clear understanding of the structure of local government
· Extensive knowledge and experience of local council administration 
· Keeping accounts and financial records up to date and inaccordance with proper practices

· Budgeting
· Knowledge of legal issues relating to Parish Councils
	· Recent experience as Parish Clerk

	Professional qualifications and training
	· Certificate in Local Council Administration (within 12 months of taking up post)


	· Willing to undertake further training as essential

	Skills and ability
	· Good interpersonal skills, particularly when dealing with the public
· Ability to maintain effective working relationships with Councillors and other partners, eg police
· Competent in using Microsoft Office in the workplace

· Able to relate to and gain the confidence of all elected members

· Ability to work under pressure and time deadlines


	· Experience in staff management

· A demonstrable track record of delivering projects in the community on time

· Persuasive and confident communicator orally and in writing when addressing complex matters



	Personal circumstances
	· Ability to attend all evening meetings of the Council and its committees as required

· Ability and willingness to attend Council related events during working hours, in the evenings and at weekends.

· Flexible and committed to
· Willingdon and Jevington Parish Council

	· Enthusiastic

· Flexible

· Resilient


                                                                                                                              February 2026
