ASHBY DE LA ZOUCH TOWN COUNCIL

DEPUTY TOWN CLERK. 

JOB DESCRIPTION.
OVERALL RESPONSIBILITIES.
· The Deputy Town Clerk is expected to advise the Town Clerk on, 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 post holder will be accountable to the Town Clerk for the effective management of resources.

· The Deputy Town Clerk will be expected to take a proactive role in devising and implementing community developments and service initiatives, where the Town Council may be the lead organisation or may be a partner with other organisations and/or authorities.

· The Deputy Town Clerk will also assist the Responsible Financial Officer who is responsible for all the financial records of the Town Council and the administration of its finances in accordance with the Financial Regulations of the Town Council.

SPECIFIC RESPONSIBILITES.
1. Legal.
· To ensure that legal, statutory and other provisions governing or affecting the running of the Town Council are observed.

· To assist the Town Clerk in the issue of notices, agendas and reports and provide minutes for approval in respect of all meetings of the Town Council, its Committees, Sub-Committees and Working Parties and to attend meetings as required.

· To ensure compliance at all meetings of the Town Council, its Committees, Sub-Committees and Working Parties with the Standing Orders of the Town Council.

· To attend hearings, proceedings and tribunals in respect of the business of the Town Council as required.

· To receive correspondence and documents on behalf of the Town Council and to bring items to the attention of the Town Council. 

2. Financial.
· To assist the Town Clerk to prepare the annual budget of the Town Council.

· To monitor and balance the Town Council's accounts and to submit these annually to the Finance, Tourism & Administration Committee of the Town Council for approval.

· To ensure compliance with the Financial Regulations of the Town Council and to keep such Regulations under review.

· To provide the Town Council with regular financial reports and such other information relating to the Town Council's budget as required.

3. Resources Management.
· To manage members of staff in keeping with the policies of the Town Council and to undertake all necessary activities in connection with the management of the salaries, conditions of employment and work of other staff.

· To ensure compliance with legislation relating to the employment of staff.

· To develop programmes for the cost-effective management of all Town Council services and facilities.

4. Public Relations.
· To promote the policies and activities of the Town Council and provide information, advice and help to parishioners and the general public on all aspects of the council's services.

· To maintain the Town Council's website and other public information services.

· To prepare press releases about the activities of, or decisions of, the Town Council and to deal with any enquiries received from the press or media.

5. Other Duties & Responsibilities.
· To study reports and other data on activities of the Town Council and on such matters bearing on those activities. 

· To prepare proposals for consideration by the Town Council and to advise on practicability, cost and the likely effects of specific courses of action.

· To monitor the implemented policies of the Town Council to ensure they are achieving the desired results and where appropriate to suggest modifications.

· To attend training courses on the work and role of the Town Clerk as required.

· To attend the conferences and seminars of the National Association of Local Councils, Society of Local Council Clerks and other relevant bodies as a representative of the Town Council as required.

· To develop partnership agreements with other local authorities, agencies and bodies for the provision or management of services or facilities for the benefit of the town.

· To maintain appropriate records in respect of Ashby de la Zouch Cemetery.

· To support the Town Mayor in his civic and representational role.

TERMS & CONDITIONS OF SERVICE.
· The Terms and Conditions of Service of the post holder shall be in accordance with the National Joint Council for Local Government Services Scheme of Conditions of Service (Green Book).
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