Person Specification for the Clerk to Naunton Parish Council


NAUNTON PARISH COUNCIL
Person Specification: Parish Clerk and Responsible Finance Officer
	Competencies
	How Assessed

	
Qualifications / Education / Certification

· 5 GCSEs (or equivalent) at grades A-C including Maths & English
· 2 A level (or equivalent) passes at grades A-C would be an advantage
· Certificate in Local Council Administration (CiLCA) 

	

Original certificates

Application form and interview

	
Experience in Administration and Finance

· 2 years or more in administration and finance
· Preparing agendas and taking minutes
· Managing budgets and preparing financial statements
· Placing and managing orders and invoicing for services provided

	Application form, interview and references

	
Staff Management 

· There is no staff management responsibility

	
n/a

	
Knowledge of Local Authority environment

· Understanding the issues facing parish councils and the need to work with other organisations.
· Demonstrating a commitment to public service
· Some understanding of how Local Authorities work

	Interview

	
Skills and Abilities

· Good IT skills, enabling use of internet, emails, word processing, financial spreadsheets
· Good at communication clearly and working with a range of people in different roles
· Able to write clearly and accurately
· Excellent skills in organising own workload and meeting deadlines
· Website maintenance knowledge 

	Application form, interview and references

	
Other

· Prepared to attend evening meetings of the Council every other month (currently held on the second Monday of alternate months) and some flexibility within total hours to meet occasional needs
· Full driving licence

	Interview





Job Description for the Clerk to Toddington Parish Council
 
NAUNTON PARISH COUNCIL
Job Description
Parish Clerk and Responsible Finance Officer
Overall duties
The clerk to the Council is 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 responsible for ensuring that the instructions of the Council in connection with its function as a Local Authority are carried out.
The Clerk is expected to advise the Council on, and assist in the formation of, overall policies to be followed in respect of the Authorities activities and in particular to produce all the information required for making effective decisions and to implement constructively all decisions. 
The Clerk is the Responsible Financial Officer and accountable for all financial records of the Council and the proper administration of its finances.
The Clerk is accountable to the Council for the effective management of all its resources and will report to them as and when required.
Managing Parish Council Meetings
· Prepare agendas for meetings of the Council in consultation with appropriate Councillors. 
· Attend all meetings of the Council and prepare minutes for approval. Ensure actions agreed and noted in minutes are followed up before next meeting.
· Issue notices and prepare agendas for the Parish Council's Annual Meeting and the Parish Meeting. Attend meetings and minute these meetings and implement the decisions made.
Carrying out the business of the Council
· 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. Issue correspondence as a result of instructions of, or the known policy of the Council.
· Establish and maintain effective paper and electronic filing system to record the business of the Parish Council in a recoverable format.
· Maintain and update the Parish Council’s website to ensure it is compliant with the Transparency Code and other regulations.
· To study reports and other data on Council activities and on matters bearing on those activities. Where appropriate, discuss such matters with administrators and specialists in particular fields and to produce report for circulation and discussion by the Council.
· Draw up both on their own initiative and as a result of suggestions by Councillors proposals for consideration by the Council and to advise on the practicability and likely effects of specific courses of action.
· Ensure that the Council's statutory obligations for the proper management of Health and Safety matters are met and the preparation and oversight of the Risk Assessments where necessary for the safe management of Council business and activities.


Financial Management
· Manage the annual budget for Council, and prepare financial statements as required.
· Monitor and balance the Council's accounts and prepare records for audit and VAT purposes.
· Receive and report on invoices for goods and services to be paid for by the Council and to ensure such accounts are met within due timescales. Issue invoices on behalf of the Council for goods and services and to ensure payment is received.
· Research and present to Council opportunities to apply for grants to support Council's programmes.
Communications
· Prepare in consultation with the Chair, press releases about the activities of, or decisions of, the Council
· Act as the representative of the Council as required.
Staff Management
· Manage their own work and undertake all necessary activities in connection with the management of salaries and conditions of employment. (This post has no line management responsibility as no other staff are employed be the Council.) 
Ensuring compliance with legal duties
· Ensure that statutory and other provisions governing or affecting the running of the Council are observed.
· Monitor the implemented policies of the Council to ensure they are achieving the desired result and where appropriate suggest modification.
Other
· Work towards the achievement of a Certificate in Local Authority Administration (CiLCA)  if not already held and attend training courses or seminars on the work and the role of the Clerk as required by the Council. 
· Continue to acquire the necessary professional knowledge required for the efficient management of the affairs of the Council.
· Carry out such other responsibilities and functions as shall from time to time be required by the Council.




