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BUCKINGHAM TOWN COUNCIL
Person Specification: Committee Clerk 

	Criteria
	Essential
	Desirable
	How Identified

	Education
	Minimum of 5 GCSEs, including English and Maths at C (Grade 4) or above or equivalent.
	2 A Levels or equivalent

	Application form

	
	
	
	

	Experience
	Ability to set priorities and manage workload in the face of competing demands


	Experience of working in an office environment

To be familiar with the Data Protection Act 1998 and the Freedom of Information Act 2000 and their subsequent amendments pertaining to Parish Councils

Experience of working with elected Councillors

Experience of organising meetings, drafting agendas and writing 

accurate concise minutes
	Application form

Interview



	Skills & Knowledge


	IT skills including Word, Excel, Power Point
	Creation of PDFs and electronic agenda packs

Minute taking

Shorthand or speedwriting

Record keeping


	Application form

Interview

Test

	Personal Qualities
	Must be able to work under pressure and to tight deadlines

Positive, ‘can do’ attitude

Flexibility

Ability to work both alone and harmoniously with staff and public

Trustworthiness with confidential information

Methodical and thorough approach to tasks

Ability to problem solve


	
	Application form

Interview

References

	Special requirements

	Willingness to attend evening meetings (including most Monday evenings from 6.30-10pm) and to work occasional weekends if necessary

Ability to work with initiative


	
	Application form

Interview
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