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BUCKINGHAM TOWN COUNCIL
Committee Clerk: JOB DESCRIPTION

Grade: £20,092–£22,183 

SCP 7-12 (Pro-rata) (SLCC/NALC nationally agreed scale) 16 hours per week.
Responsible to:
Town Clerk 
OBJECTIVES OF THE POST

The Committee Clerk will attend Town Council, Committee and Sub-Committee Meetings to take notes. Following the meeting the Committee Clerk will provide a complete set of minutes in MS Word. The Committee Clerk will also prepare agendas for the Town Council, Committee and Sub-Committee Meetings, arrange meetings and publish agenda packs.
DUTIES

General duties
1. To take accurate and concise notes of Town Council meetings, committees and sub-committees.  This will require attendance at Town Council meetings which are normally held at 7pm on Monday evenings.
2. To type up the notes of the meeting into minutes to form an accurate record of the meeting, to the format agreed by the Town Council.
3. To liaise with the Clerk and Council/Committee Chairs to agree the content of minutes.

4. To liaise with the Clerk and Council/Committee Chairs to agree the agendas as required.

5. To produce, collate and disseminate the agendas/minutes for distribution in an accurate manner to Councillors and staff and other approved bodies to the format agreed by the Town Council.
6. To compose responses to partners/enquirers regarding items on the agenda when requested to do so.
7. To arrange other meetings as required and needed by the Clerk and Chairs of meetings as required from time to time, and to provide such administrative and clerking support for such meetings as necessary.
8. To place agendas on the website and public notice boards and maintain minute/agenda/reports archive systems as necessary.
9. Attending events including civic functions
General

10. To attend training courses in accordance with identified training requirements.
11. Work as part of a team and provide cover for colleagues when required. 
12. If required, to attend conferences, seminars and meetings on behalf of the Town Council.

13. Such other duties as the Council may reasonably require from time to time.
14. To maintain a flexible approach to work which may include relocation to other Town Council facilities.
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