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PERSON SPECIFICATION
Clerk to the Council & Responsible Financial Officer (RFO)
Cowfold Parish Council
The following criteria will be used when shortlisting candidates and throughout the interview process.
	Criteria
	Essential
	Desirable

	Experience in administration, office management or local government
	✓
	

	Experience of financial management, budgeting and accounting
	✓
	

	Experience preparing financial reports and monitoring budgets
	✓
	

	Experience of committee administration, including preparing agendas and minutes
	✓
	

	Experience advising senior managers, councillors or boards
	✓
	

	Experience managing projects or delivering services
	✓
	

	Previous experience working for a Parish, Town or Principal Authority
	
	✓

	Previous experience as a Parish Clerk or Responsible Financial Officer
	
	✓

	Knowledge of local government legislation and procedures
	
	✓

	Knowledge of the Local Government Act 1972 and parish council governance
	
	✓

	Knowledge of Financial Regulations, audit requirements and AGAR
	
	✓

	Certificate in Local Council Administration (CiLCA)
	
	✓

	Willingness to study towards CiLCA if not already qualified
	✓
	

	Excellent written communication skills
	✓
	

	Excellent verbal communication and interpersonal skills
	✓
	

	Ability to produce accurate agendas, reports and minutes
	✓
	

	Strong organisational and time management skills
	✓
	

	Ability to manage competing priorities and meet deadlines
	✓
	

	High level of accuracy and attention to detail
	✓
	

	Ability to work independently with minimal supervision
	✓
	

	Ability to provide impartial and professional advice
	✓
	

	Ability to build positive relationships with councillors, residents and partner organisations
	✓
	

	Good IT skills, including Microsoft Office
	✓
	

	Experience using accounting software
	
	✓

	Experience managing websites or digital communications
	
	✓

	Understanding of Data Protection, Freedom of Information and Transparency legislation
	
	✓

	Ability to maintain confidentiality and political neutrality
	✓
	

	Flexible approach to working hours, including attendance at evening meetings
	✓
	

	Full UK driving licence and access to transport
	
	✓



Personal Qualities
The successful applicant will demonstrate:
· Professionalism, integrity and discretion.
· Sound judgement and the ability to make informed decisions.
· A proactive and positive approach to problem solving.
· Excellent customer service and communication skills.
· Confidence in working with elected Members, residents and external organisations.
· Commitment to continuous professional development.
· Flexibility and resilience in managing a varied workload.
· A genuine interest in supporting and improving the local community.

Shortlisting
Candidates will normally be shortlisted against the essential criteria. Where there are a large number of applicants, the desirable criteria may also be used to determine the shortlist.

Interview Assessment
The interview is likely to assess:
· Knowledge of parish council governance.
· Financial management and budgeting experience.
· Communication and interpersonal skills.
· Ability to prioritise workloads and meet deadlines.
· Problem-solving and decision-making skills.
· Understanding of the role of the Clerk and Responsible Financial Officer.
· Commitment to public service and community engagement.

Equality Statement
Cowfold Parish Council is committed to equality of opportunity and welcomes applications from all suitably qualified candidates regardless of age, disability, gender reassignment, marriage or civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation.
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