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HENFIELD PARISH CLERK AND RESPONSIBLE FINANCIAL OFFICER
Job Description
Overall Responsibilities
· To carry out all the functions required by law of a local authority's Proper Officer.
· To act as the Council’s principal executive officer and strategic advisor, providing leadership to deliver the Council’s vision, corporate priorities and desired community outcomes.
· To lead the organisation in responding to local challenges and opportunities, including local government reorganisation, economic development, environmental sustainability and community wellbeing.
· To be accountable to the Council for the effective management of all its resources and services and to report to the Council as required.
· To be the Responsible Financial Officer (RFO) and be responsible for the proper administration of the Council’s financial affairs.

Specific Responsibilities
Governance and Democratic Services
· To ensure that all statutory, regulatory and other provisions governing or affecting the running of the Council are observed.
· To advise the Council on policy development and to lead the preparation, implementation and review of the Council’s strategic plans.
· To service meetings of the Council, Committees and Working Groups, including preparation of agendas and reports, attendance as required, and the accurate recording and publication of decisions.
· To ensure transparent, lawful and accessible decision-making, including effective use of digital systems for agendas, minutes, reporting and public access.
· To act as the Council’s Proper Officer for legal notices, correspondence and statutory processes.
Financial Management and Governance
· To act as Responsible Financial Officer and manage the Council’s financial systems in accordance with legislation, Financial Regulations and best practice.
· To prepare and monitor the annual budget and oversee the production of accounts, payroll, VAT reclaims and audit processes.
· To administer the Local Government Pension Scheme for the Council.
· To provide robust short-medium and long term financial planning, including capital programmes, reserves strategy and investment oversight.
· To ensure value for money, effective procurement and sound financial controls across all Council activities.



Leadership, Staffing and Organisational Development
· To act as Line Manager and to provide effective leadership to all staff.
· To manage organisational structure, workforce planning, recruitment processes, training, appraisal and performance management in accordance with Council policies.
· To foster a positive, professional and inclusive organisational culture aligned with the Council’s values and objectives.


Communications and Community Engagement
· To lead and oversee the Council’s communications and engagement strategy.
· To ensure effective use of digital platforms, media and community channels to promote the Council’s work and encourage engagement with residents, businesses and stakeholders.

Partnerships 
· To develop and maintain effective partnerships with principal authorities, public bodies, businesses, voluntary organisations and other stakeholders.
· To represent the Council in external forums as required.

Assets, Services and Facilities
· To oversee the management, maintenance and development of the Council’s assets, land, buildings and services.
· To ensure that Council facilities and services are safe, sustainable, financially viable and meet community needs.

Environmental Sustainability
· To lead the Council’s response to climate change and environmental sustainability, including development and delivery of relevant strategies, projects and partnerships.

Professional Development and Performance
· To deliver against agreed performance objectives and report regularly to the Council on progress against strategic priorities.
· To take responsibility for their own professional development


PARISH CLERK AND RESPONSIBLE FINANCIAL OFFICER
Person Specification

	Key criteria 
	Essential 
	Desirable

	Education and qualifications
	· The Certificate in Local Council Administration qualification or equivalent
· Relevant vocational training
	 •Degree level or equivalent qualification or relevant experience 

		Competences (skills, experiences, abilities, and knowledge)



	· Knowledge of Council financial and accounting requirements and practices
· Staff management skills 
· Leadership skills and experience
· Budget management experience
· Understanding of local government working practices
· Excellent communication skills including report writing, presenting and ability to explain complex information to a wide-ranging audience
· High level computer literacy and social media skills
· Ability to prioritise workload and deal with competing demands

	Parish Clerk or
Deputy Clerk experience

Demonstrable knowledge of employment law and practice


		Behaviours



	· Able to deal with people at all levels
· Self-motivated and proactive
· Team player (positive, encouraging work colleagues and able to go the extra mile). With the ability to also work successfully alone.
· Possess a positive and flexible approach to work
· Possess a friendly and helpful disposition
· Willing to attend evening meetings and demonstrate flexibility in working hours
· Always to represent the Parish Council in a professional manner.
· To treat all work colleagues and external stakeholders with dignity and respect
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