Guestling Parish Council
Parish Clerk and Responsible Financial Officer (RFO)
Job Title
Parish Clerk and Responsible Financial Officer
Reporting To
The Parish Council
Hours
Part-time, typically 4 hours per week (flexible working arrangements)
Location
Home-based with attendance at Parish Council meetings and occasional site visits
Purpose of the Role
The Parish Clerk is the Proper Officer of the Council and is responsible for ensuring the lawful, effective and efficient administration of the Parish Council's business. The Clerk also serves as the Responsible Financial Officer (RFO) and is responsible for managing the Council's financial affairs in accordance with statutory requirements and sound accounting practices.
The role supports councillors in delivering services to residents and maintaining the parish's assets.
Key Responsibilities
Governance and Administration
· Prepare agendas in consultation with the Chair.
· Attend Parish Council meetings and Annual Parish Meetings.
· Produce accurate minutes and maintain council records.
· Implement Council decisions and actions.
· Ensure compliance with Local Government legislation and Council policies.
· Maintain the Council's website and statutory publications.
· Manage correspondence and respond to public enquiries.
· Provide procedural and legal advice to councillors.
· Maintain registers, policies and governance documentation.
Financial Management (RFO)
· Prepare and monitor the annual budget.
· Manage the Council's accounts and financial records.
· Process payments, receipts and bank reconciliations.
· Prepare financial reports for Council meetings.
· Manage payroll arrangements where applicable.
· Administer the annual precept process.
· Maintain adequate financial controls.
· Prepare documents for internal and external audit.
· Complete and submit the Annual Governance and Accountability Return (AGAR).
· Ensure compliance with relevant financial regulations.
Asset and Facilities Management
· Maintain records relating to the playing field and pavilion.
· Arrange inspections, maintenance and repairs as instructed by the Council.
· Liaise with contractors and service providers.
· Ensure appropriate insurance cover is maintained.
· Monitor health and safety matters relating to Council assets.
· Manage bookings or lettings of the pavilion if applicable.
Community and Stakeholder Engagement
· Liaise with district and county councils, local organisations and statutory bodies.
· Support community initiatives approved by the Council.
· Publicise Council information and decisions
Compliance and Risk Management
· Ensure compliance with Freedom of Information, Data Protection and Transparency requirements.
· Maintain the Council's risk assessments.
· Monitor insurance arrangements.
· Support the Council in managing complaints and legal obligations.
· Ensure statutory notices and publications are completed on time.
Person Specification
Essential
Knowledge and Experience
· Experience of administration, bookkeeping or office management.
· Good understanding of financial processes and budget monitoring.
· Ability to organise workload and work independently.
· Experience of preparing reports, agendas and minutes.
· Competent IT skills, including Microsoft Office and email systems.
Skills
· Strong written and verbal communication skills.
· Accuracy and attention to detail.
· Ability to maintain confidentiality.
· Good organisational and time management skills.
· Ability to work constructively with elected councillors and members of the public.

Personal Attributes
· Professional and diplomatic approach.
· Self-motivated and reliable.
· Flexible and responsive.
· Commitment to public service and community engagement.
Desirable
· Previous experience as a Parish Clerk or Deputy Clerk.
· Certificate in Local Council Administration (CiLCA) or willingness to obtain it.
· Knowledge of local government law and procedures.
· Experience of preparing AGAR returns.
· Experience managing community facilities or recreational assets
Key Relationships
· Parish Councillors
· Chair of the Parish Council
· Residents and community groups
· Internal and external auditors
· District and County Council officers
· Contractors and service providers

Principal Areas of Accountability
The Clerk/RFO is accountable to the Parish Council as a corporate body and is responsible for:
· Ensuring lawful administration of council business.
· Maintaining accurate records and accounts.
· Supporting councillors in effective decision-making.
· Protecting and managing council assets.
· Ensuring transparency, compliance and value for money.




