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Clerk to the Council & Responsible Financial Officer (RFO)
Cowfold Parish Council
Hours: 18–20 hours per week (flexible working arrangements available)
Location: Home-based, with attendance at evening Council meetings and occasional meetings and site visits within the parish.
Salary: NJC Local Government Pay Scale LC2 (SCP 29–36), pro rata, depending on qualifications and experience.
Contract: Permanent

A Role for Experienced, CiLCA‑Qualified Clerks Seeking Balance and Professional Satisfaction
Cowfold Parish Council is seeking a highly organised, professional and motivated individual to serve as its next Clerk to the Council and Responsible Financial Officer (RFO).
This position is ideal for a CiLCA‑qualified Clerk or an experienced local government professional who may be looking to downsize from a larger council, reduce hours, or enjoy a more flexible working pattern while continuing to apply their expertise in a respected and valued role.
Working primarily from home, you will support a proactive and friendly Council committed to delivering high-quality local services, maintaining valued community facilities and planning for the future of our thriving village. The Council places strong emphasis on good governance, transparency and professionalism.
As Proper Officer and RFO, you will provide authoritative advice, ensure lawful operation and oversee the proper administration of the Council’s finances. The workload is varied but manageable, with evening meetings typically twice per month and occasional site visits within the parish.

Main Responsibilities
· Act as Proper Officer to the Council in accordance with the Local Government Act 1972.
· Serve as the Responsible Financial Officer (RFO), ensuring the proper administration of the Council’s finances.
· Prepare agendas, reports and minutes for Council and committee meetings.
· Attend Council and committee meetings, providing professional advice on governance, legislation and procedure.
· Ensure compliance with statutory obligations, policies and financial regulations.
· Prepare and monitor annual budgets and financial reports.
· Manage accounting records, banking, payments, payroll, VAT returns and annual accounts.
· Prepare the Annual Governance and Accountability Return (AGAR) and liaise with internal and external auditors.
· Manage contractors and day-to-day administration.
· Support Council projects and community initiatives.
· Prepare grant applications and administer grants awarded by the Council.
· Liaise professionally with residents, councillors, local authorities, contractors and external organisations.
· Manage correspondence and enquiries on behalf of the Council.
· Maintain Council records and ensure compliance with FOI, Data Protection and Transparency legislation.
· Keep up to date with changes in local government legislation and best practice.

We Are Looking For Someone Who Has
· Excellent administrative and organisational skills.
· Strong financial management and budgeting experience.
· Excellent written and verbal communication skills.
· The ability to work independently and manage competing priorities.
· Excellent attention to detail.
· Good IT skills, including Microsoft Office and accounting/local government software.
· A positive, professional and community-focused approach.
· Confidence in providing impartial advice to elected councillors.
· Flexibility to attend evening meetings.

Essential Requirements
· Experience in administration and financial management.
· Experience preparing budgets and financial reports.
· Ability to work independently with minimal supervision.
· Excellent organisational and time management skills.
· Strong interpersonal and communication skills.
· Ability to maintain confidentiality and exercise sound judgement.
· Ability to attend evening Council meetings (normally two per month).

Desirable (Strongly Welcomed)
· CiLCA qualification or equivalent experience at Clerk/RFO level.
· Previous experience as a Parish or Town Clerk or within local government.
· Knowledge of local government law, governance and financial regulations.
· Experience preparing agendas and minutes.
· Experience using accounting software.
· Full UK driving licence and access to transport.

We Offer
· Flexible home-based working designed to support work–life balance.
· A supportive, friendly and appreciative Council.
· Ongoing training and professional development.
· Support towards achieving or maintaining CiLCA where appropriate.
· A rewarding role where your experience is valued and your professional judgement respected.

How to Apply
Please submit:
· A current CV.
· A covering letter explaining why you are interested in the role and how your experience meets the requirements of the position.
To: clerk@cowfold-pc.gov.uk
For an informal discussion about the role, please contact the Chairman or Vice-Chairman of Cowfold Parish Council.
Closing Date: Friday 20th November 2026 (the vacancy may be withdrawn earlier if a suitable candidate is found.
Interviews: To be agreed.
Cowfold Parish Council is an Equal Opportunities Employer and welcomes applications from all suitably qualified candidates.
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