BINFIELD PARISH COUNCIL

DRAFT JOB DESCRIPTION (Approved 12 October 2021)

TITLE

Clerk/Responsible Financial Officer to the Parish Council; Part time at 30 Hpw (81% of full time) 

JOB PURPOSE

As the Proper Officer of the Council 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 will advise Council on, and assist in the formation of, policies to be followed in respect of Council activities and to produce all the information required for making effective decisions and to implement constructively all decisions.  The person appointed will be accountable to Council for the effective management of all its resources and will report to them as and when required. The Deputy Clerk is currently the Responsible Financial Officer (RFO), but it is envisaged this may change in future.   The successful candidate will hold, or be willing to work toward, the Certificate in Local Council Administration (CiLCA) 
This job description sets out the responsibilities and duties of the Clerk, and the person specification details the qualifications, skills and knowledge required, and it should be noted that the role of the Clerk is complex – dealing with a wide variety of topics, sometimes within a very short space of time.  This requires a good level of mental agility, good communication & organisational skills and a lot of patience. 

Amongst its assets the Council owns and maintains 6 Open Spaces, 4 of which include children’s play areas and one Multi Use Games Area (MUGA); two (and soon to be three) Allotment sites; a building which comprises working office space, meeting rooms (available for hire) and a community café which is leased. The parish council has a precept budget of circa £230k and substantial CIL receipts.  The parish office team is made up of 6 roles (including the Clerk), with 5 office based providing 100 hours of admin resource per week and a 1 outdoor role – a Parish Warden, providing 12.5 hours per week.  In addition, the parish works with regular contractors and suppliers as well as ad hoc contractors and a number of volunteers on a regular basis.  
There are 11 Councillors, who meet monthly as Full Council and also 5 Standing Committees who meet throughout the year (Planning – monthly, Amenity – bi-monthly, Foxes Den – quarterly and all others as required) as well as a number of working groups appointed to manage specific projects and/or tasks.  Councillors have varying levels of experience and training. 
PRIMARY DUTIES WILL INCLUDE:
· To ensure that statutory and other provisions governing or affecting the running of the Council are observed and that all activity is in line with Council policy. 
· To oversee and monitor the work of the Responsible Financial Officer in the preparation of the Council’s accounts, budget and financial year end processes.  In the event of the retirement of the current Deputy Clerk, the Clerk  will assume the role of RFO and appoint an appropriate Finance Officer to assist in this area. 
· To work with the Council to develop and execute a strategic vision and plan for the Binfield community which can be executed over a 4 year term at a time.  

· To ensure that the Council’s policy framework is up to date, fit for purpose and adhered to. 

· To ensure that the Council’s obligations for Risk Assessment are properly met and that adequate insurance is arranged.
· To prepare, in consultation with appropriate members, agendas for meetings of the Council and Committees.  To attend all such meetings and prepare minutes for approval other than where such duties have been delegated to another Officer. This will include all Standing Committees – Amenity, Planning, Staffing, Urgency and Foxes Den Governance and may include working groups which may be appointed from time to time to focus on specific tasks or projects. 

· To coordinate responses arising from meetings and forward to relevant recipients/bodies.

· To coordinate the execution of all Decisions arising from Council and Committee meetings, prioritising tasks in line with the strategy, key deadlines and statutory requirements. 
· To supervise all employees as their line manager in keeping with the policies of the Council and to undertake all necessary activities in connection with the managements of salaries, conditions of employment and work of other staff.
· To engage with the community as much as possible to listen and learn what residents like, dislike and want to see develop in their community.

· To draw up – using their own initiative & experience, from community engagement and as a result of suggestions by Councillors - proposals for consideration by the Council and to advise on fit with strategy, practicability and likely effects of specific courses of action.

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

· To monitor Council’s policies and to ensure they are achieving the desired result and where appropriate suggest modifications.

· To act as the representative of the Council as required.

· To prepare, in conjunction with the Chairman, press releases about the activities of, or decisions of, the Council.

· To help to introduce new Councillors to their role with an onboarding process. 

· To hold or to work towards the achievement of the status of Qualified Clerk and to attend training courses or seminars on the work and role of the Clerk as required by Council.

THE SUCCESSFUL CANDIDATE SHOULD HAVE EXPERIENCE IN THE FOLLOWING:
· Administration duties, ideally in a local government environment
· People management
· An understanding of planning issues
· IT skills, with Office 365 and, in particular, Outlook, Word, Excel and MS Teams
· Public/customer contact (sometimes in confrontational circumstances)
· Understanding of finance and accounting processes
· Knowledge of using websites and social media to engage and communicate important information
· Report Writing 
· Project Management 
· A flexible approach to hours of work and day-to-day duties and responsibilities
· UK driving licence & own transport
FINANCIAL PACKAGE

This role is assessed as being at the NALC range of LC3 (Substantive benchmark range).  Therefore, a salary of £40,876 to £44, 863 is offered which is, pro-rata for hours worked, a range of £33,109 to £36,339.  

Annual increments within the range are based on achieving CiLCA and/or other appropriate qualifications and achieving agreed objectives and are not guaranteed.  

In addition, the role is offered with the Local Government Pension Scheme. 

PERSON SPECIFICATION 
A = assessed on application;
I = assessed at interview

	Clerk /RFO to the Parish Council


	
	Essential
	Preferred

	Educational qualifications


	Qualified Clerk status (CiLCA) or willingness to commence this within first year. (A)
	Degree level/professional qualification/management qualification (A)

	Knowledge, abilities, skills, experience


	Ability to write clear and accurate reports and correspondence (A)
Clear verbal communicator, able to work with a wide variety of people effectively (A/I)
Competent in using IT systems (Office 365) with good general IT awareness including use of the social media and virtual platforms such as MS Teams. (A)
Experience in planning matters (I)
Understanding of Health & Safety requirements (A/I)
People management experience (A/I)
	Experience of working within local democratic processes and servicing committees (A)
Ability to take clear and accurate minutes of meetings (I)
Experience of organising events & functions (A/I)
Experience of working with Councillors (I)
Experience of Amenity areas and their maintenance (I)
Experience of working with, and recruiting, volunteers. (I)

	Work-related personal requirements


	Well organised (A/I)
Excellent communication & customer service skills (A/I)
Able to maintain good relationships with Councillors, public and contractors. (I)
Self-reliant and self-motivated.(I)
	Willingness to undertake training (I)
Resilience (I)
Debating skills (I)

	Other work requirements


	Able and willing to work specified and some ad hoc evenings as required (A)
Driving licence, car owner and ability to travel (A) 
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