
[image: ]

JOB DESCRIPTION
Clerk to the Council & Responsible Financial Officer (RFO)
Employer
Cowfold Parish Council
Job Title
Clerk to the Council and Responsible Financial Officer (RFO)
Responsible To
Cowfold Parish Council
Hours
18–20 hours per week (including attendance at evening Council meetings)
Location
Home-based, with attendance at Council meetings, committee meetings and occasional visits within the parish.

Purpose of the Role
The Clerk to the Council is the Proper Officer of Cowfold Parish Council and is responsible for ensuring that the Council conducts its business lawfully, efficiently and effectively.
As the Council's principal adviser, the Clerk provides independent and professional advice to elected Members on all aspects of local government administration, governance and legislation.
The Clerk is also the Council's Responsible Financial Officer (RFO), responsible for the proper administration of the Council's financial affairs in accordance with statutory requirements and the Council's Financial Regulations.
The post holder will work closely with councillors, residents, partner organisations and external agencies to deliver the Council's objectives and services for the benefit of the community.

Key Responsibilities
Governance and Administration
· Act as Proper Officer to the Council in accordance with the Local Government Act 1972.
· Ensure that all Council decisions are implemented.
· Advise the Council on legal, procedural and governance matters.
· Prepare agendas in consultation with the Chairman.
· Produce accurate minutes of Council and committee meetings.
· Attend all Council meetings and committees as required.
· Maintain the Council's policies and ensure they remain up to date.
· Maintain statutory registers and Council records.
· Ensure compliance with Standing Orders and Financial Regulations.
· Ensure compliance with legislation including:
· Local Government Act 1972
· Localism Act 2011
· Freedom of Information Act 2000
· Data Protection legislation (UK GDPR and Data Protection Act 2018)
· Transparency Code for Smaller Authorities
· Equality Act 2010
· Manage all Council correspondence.
· Respond to enquiries from residents and partner organisations.
· Arrange elections where necessary and support councillor co-option processes.
· Manage the Council's website and publish statutory information.

Financial Responsibilities (Responsible Financial Officer)
· Act as the Council's Responsible Financial Officer.
· Maintain all accounting records.
· Prepare annual budgets in consultation with Members.
· Monitor income and expenditure throughout the year.
· Produce monthly management accounts and budget monitoring reports.
· Prepare and submit VAT claims.
· Process invoices, receipts and payments.
· Manage online banking arrangements.
· Administer payroll and pension payments (or oversee outsourced providers).
· Prepare the Annual Governance and Accountability Return (AGAR).
· Liaise with Internal and External Auditors.
· Maintain the Asset Register.
· Ensure appropriate insurance arrangements are maintained.
· Maintain reserves in accordance with Council policy.
· Advise Members on financial implications of Council decisions.

Council Meetings
The Clerk will:
· Prepare agendas and supporting reports.
· Issue statutory notices.
· Attend Council and committee meetings.
· Provide procedural advice during meetings.
· Record decisions accurately.
· Prepare and publish minutes.
· Ensure resolutions are implemented.

Project Management
Support the Council in delivering community projects including:
· Recreation Ground improvements.
· Community facilities.
· Planning and infrastructure projects.
· Grant-funded initiatives.
· Environmental improvements.
· Community engagement activities.
Monitor project progress, budgets and procurement processes where appropriate.


Property and Assets
Manage the Council's assets including:
· Open spaces.
· Play areas.
· Street furniture.
· Memorials.
· Equipment.
Arrange inspections, maintenance and repairs as required.

Health and Safety
Ensure the Council fulfils its Health and Safety responsibilities by:
· Maintaining risk assessments.
· Ensuring contractors comply with legislation.
· Reporting incidents where appropriate.
· Promoting safe working practices.

Planning
Support the Planning Committee by:
· Receiving planning applications.
· Preparing agendas and reports.
· Liaising with Horsham District Council and West Sussex County Council.
· Monitoring planning decisions affecting the parish.

Community Engagement
The Clerk will:
· Develop positive relationships with residents.
· Support community events.
· Liaise with voluntary organisations.
· Promote the Council's work through appropriate communication channels.

Professional Development
The Clerk will:
· Maintain professional knowledge.
· Attend relevant training courses.
· Keep up to date with changes in legislation and best practice.
· Work towards or maintain the Certificate in Local Council Administration (CiLCA), if not already held.

General
The post holder will undertake any other duties appropriate to the role as directed by the Council.
The duties outlined above are not exhaustive and may be amended by agreement with the Council to reflect changing priorities and legislative requirements.
This post requires confidentiality, professionalism, integrity and political neutrality at all times.
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