JOB DESCRIPTION
Overall Responsibilities:

The Clerk to the Council will be the Proper Officer of the Council, and as such is under a statutory duty to carry out all the functions, and in particular to serve or issue all the notifications required by law of a local authority’s Proper Officer.

The Clerk is also the Responsible Financial Officer (RFO), and therefore responsible for all financial records of the Council, and is responsible for the careful administration of its finances.

The Clerk will be totally responsible for ensuring that the instructions of the Council in connection with its functions as a Local Authority are carried out.

The Clerk is expected to advise the Council, and assist in the formation of, overall policies to be followed in respect of the Authority’s activities, and in particular to produce all the information required for making effective decisions, and to implement constructively all decisions. 

The Clerk will be accountable to the Council for the effective management of all its resources and Employees, and will report to them as and when required.

Specific Responsibilities:

1. To ensure that statutory and other provisions governing or affecting the running of the Council are observed.

2. To be familiar with and to advise upon the current Standing Orders.

3. To be the first point of contact for Council members with regard to all Council matters.

4. To be responsible for the day to day management of the Council’s Contractors, including managing the delivery of services and fulfilment of service level agreements, as well as all financial aspects of these contractual relationships.

5. To prepare, in consultation with appropriate members, agendas for meetings of the Council and its Committees. To attend such meetings or ensure that such meetings are Clerked and the minutes prepared for approval.

6. To ensure the confidentiality of those Council matters which are not in the public domain.

7. To ensure compliance with the Data Protection and Freedom of Information Acts.

8. As RFO, to manage the finances of the Council, including: the preparation of annual budgets; the monitoring and balancing of the Councils accounts; monitoring and maintaining financial systems; the maintenance of all records including, those for audit, VAT and income tax purposes; the processing and issuing of invoices; receipt of payments due to the Council; payment of wages and statutory deduction schemes; implementation of systems of internal financial control and receive, respond and implement recommendations of auditors agreed by the council. 
9. To receive and report in respect of goods and services to be paid for by the Council and to ensure such accounts are met in accordance with the policies of the Council ensuring that IT, stores, equipment and records are provided for own use, councillors employees and for the delivery of council services.
10. To manage the Council’s tendering procedure and award of contracts, ensuring that the procedures followed are strictly in accordance with the Standing Orders of the Council and its Financial Regulations.

11. To ensure that all decisions of the Council, its Committees and Sub-Committees are recorded accurately, are lawful and carried out promptly and accurately.

12. To receive correspondence and documents on behalf of the Council, and to deal with the correspondence or documents or bring such items to the attention of the Council. To issue correspondence as a result of the instructions of, or the known policy of the Council.

13. To evaluate reports and other data on activities of the Council and on matters bearing on those activities. Where appropriate, to discuss such matters with administrators and specialists in particular fields and to produce reports for circulation and discussion by the Council.

14. To ensure that the Councils obligations for risk management including risk assessments are properly met and where necessary risks are properly insured. To arrange risk assessments and other health and safety obligations to be conducted.

15. To issue notices and prepare agendas and minutes for the annual Meeting called by the Chairman of the Council and to attend such assemblies.

16. To advise the Council on the practicability of its proposals: to draw up details of, and manage, ad hoc projects requested by the Council, drawing on appropriate expertise as required: to advise the Council of the implications of policies.

17. Overall management responsibility of staff in keeping with the statutory responsibilities and policies of the Council and to undertake all necessary activities in connection with the management of all salaries, conditions of employment and work of other staff.

18. To monitor the implemented policies of the Council to ensure they are achieving the desired result and where appropriate, suggest modifications.

19. To support Councillors in their duties and to act as a representative of the Council as required: to build effective relationships with the public, other local authorities and outside bodies and organisations including the media, and decisions of the Council.

20. To prepare in consultation with the Chairman and to ensure compliance against liability and litigation, press releases and response to enquiries from the media about the activities and decisions of the Council. 

21. To promote the Council through its website and other social media (where appropriate) to ensure information is regularly and accurately updated and communicated.

22. To ensure the effective management of the Council’s burial ground, other land and property, beach chalets and the maintenance of all appropriate records, including its financial management; to advise the Council on burial , fees, charges and any other matters that effect the running of the burial grounds.

23. To maintain all deeds, leases contracts and other legal or confidential documentation in a safe and secure manner appertaining to the Council.

24. To supervise any other members of staff as their line manager in keeping with the policies of the Council and to undertake all necessary activities in connection with the management of salaries, conditions of employment and performance of other staff; to ensure that all the Council’s property and land are maintained to a high standard.

25. To maintain such records and systems as are necessary for the effective administration of the affairs of the Council.

26. To attend training courses or seminars on the work and role of the Clerk as required by the Council.

27. To continue to acquire the necessary professional knowledge required for the efficient management of the affairs of the Council. Suggested membership of the Society of Local Council Clerks is recommended but not requisite (for which the parish council may be willing to pay the annual membership fee).

28. To work towards the achievement of the status of Qualified Clerk as a minimum requirement for effectiveness in the position of Clerk to the Council.

29. To attend the Conference of the National Association of Local Councils, Lincolnshire Association of Local Councils, Society of Local Councils Clerks, and other relevant bodies, as a representative of the Council as required.

30. Any other duties commensurate with the post, as notified and agreed by the Council.

31. To prepare quarterly performance reviews to be monitored by the Councils Staffing Committee.

32. To prepare and conduct annual Appraisals of other Employees in conjunction with the Councils Staffing Committee

PERSON SPECIFICATION 
PERSON SPECIFICATION 

	
	Essential
	Desirable
	Qualifications

	Education
	Good general education with a minimum of 2 ‘A’ levels /NVQ Level 3 or equivalent GCSE’s to include English and maths grade C and above NVQ Level 2 or equivalent

Certificate in Local Council Administration or willingness to obtain within six months of appointment


	Membership of the Society of Local Council Clerks 
	Desirable 
The Certificate in Local Council Administration

And other relevant qualifications such as:

Certificate in Local Policy Studies First Year

The Certificate in Local Policy Studies

The Diploma in Local Policy Studies

BA (Hons) Degree Local Policy Studies



	Previous work
	Experience of staff management and team leadership, including application of personnel procedures 

An understanding of budget setting and financial control 

Experience of budget planning, keeping accounts and generating financial reports  
	Post holder in Local Government Senior management

Experience of advocacy and negotiation at a senior level

Good knowledge and understanding of Local Government / smaller Council financial management.

Records management

Minute taking and servicing committees 


	Recognised management qualifications.

Attendance on recognised management training courses within the public sector.


	Skills and knowledge
	Ability to create and manage own workload in the light of competing and changing priorities and organisational challenges

Advising , supporting and constructive communication with elected members 

Some knowledge of the procedures, roles, duties and responsibilities of a Parish Council Clerk, a Parish Council and Councillors .

Flexible team player with good interpersonal skills who can motivate and promote high levels of commitment and achieve results through others including external partners

Excellent analytical and organisational skills

Proficient in standard office IT packages 

Excellent communication skills both written and oral


	Working knowledge of local government law, administrative and committee procedures and the planning system 

Confident public speaker

Good report writing and press release skills

Working knowledge of employment legislation 


	Local government qualification, as detailed above.

Scribe and /or other finance software training.

Recognised financial management qualification.



	Personal Qualities
	Proven assertiveness in managing a varied and diverse work environment, to demonstrate achievement of the organisation’s strategies and plans.

Ability to deal with a wide range of people in an impartial, diplomatic and professional manner. 

Flexibility of approach, open to innovative and creative ways of working

Ability to deal with a wide range of people with diplomacy and tact

A commitment to equal opportunities, diversity and community engagement 

Ability to work alone and as a member of a team

Methodical and thorough approach to tasks

Ability to anticipate problems and find solutions with a positive attitude

Confident and able to deal with pressure


	Ability to generate ideas and consider strategic issues


	Assertiveness training.

Communication skills training.

Time management.

Leadership skills

	Other
	Ability to attend evening meetings and willingness to work at weekends if necessary

Access to or use of a vehicle or local means of transport, for example, bicycle, moped, motorbike or van.
Willingness to undertake relevant training to enhance the role of Parish Clerk.

	
	



