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Shinfield Parish Council

Job Description

Parish Clerk and Responsible Financial Officer
	Job Title
	Clerk and RFO

	Based at
	School Green Centre 

	Reporting to
	Shinfield Parish Council

	Hours per week
	37 hours per week (including regular evening and weekend working)

	Salary
	SCP 42 – 45 (£45,859 - £49,213) pay award pending


JOB PURPOSE 

· The Clerk to Council will be 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 will be 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 Authority's 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 the Council for the effective management of all its resources and will report to them as and when required. The Clerk will be the Responsible Financial Officer and responsible for all financial records of the Council and the careful administration of its finances.

· As Head of the Paid Service and Proper Officer, to develop and manage policy, strategy and operations across the Council’s provision by working with elected council members, external bodies and staff. 

· To provide inspirational leadership to all Parish Council staff 

GENERAL DUTIES
· To ensure that statutory and other provisions governing or affecting the running of the Council are observed.
· To be accountable to the Council for the effective management of its personnel, operations, assets, finances and other resources.
· To always ensure the continued smooth running of the Council. 

· Work with the council to fulfil the Council’s legal, financial, H&S, insurance, risk management responsibilities and to ensure that all statutory responsibilities are met.

· Managing the Council’s asset register, including leases and licenses.

· Actively promote the work of the Council and become an ambassador of the Council.

· To 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.
· Maintain exceptional customer care throughout and deliver services in a way that is sensitive and responsive to those receiving such services. 

· To oversee or plan for the management of any Council projects undertaken or any functions or services that the Council is committed to provide for the community.
· To develop and deliver a culture of continuous improvement involving staff and elected members.
· To oversee other members of staff as their line manager in keeping with the policies of the Council and to undertake all necessary activities in connection with the management of salaries, appraisals, conditions of employment, personal development, and work of other staff.
· To act as the Responsible Financial Officer and manage the financial records of the Council in accordance with legal requirements and best practice
· To ensure the Council’s facilities and programmes are effectively promoted and to prepare, in conjunction with the Council or relevant Committee Chair, press releases about the activities of, or decisions of the Council

SPECIFIC DUTIES 
· To work with staff to Manage the H&S, maintenance, and annual certification of all locations/assets of the Council.  
· Oversee the rental of halls, meeting rooms and playing fields with users/contractors/interested parties

· To support the upkeep of the council’s various buildings, open spaces, allotments, play equipment, street furniture and other assets. To ensure that they are maintained to the correct legislative standards. 

· To ensure that the council’s Risk Assessment process is kept up to date and that Health and safety issues are brought to the attention of the relevant committee. 

· To manage, in liaison with the GMO and Deputy Clerk and contractors the best value for money in the maintenance and improvement of the council’s assets and facilities, to work with the GMO to manage the Council’s suppliers and contractors where applicable.       

· To monitor the implemented policies and plans of the Council to ensure they are achieving the desired result and where appropriate suggest modifications.
· To advise the Council on and assist in the development of policies and implementation plans. Utilise a range of data sources e.g., local and national political trends, and present appropriately to enable decision making by elected members 
· To ensure the effective implementation of Council’ lawful decisions, policies and projects 
· To effectively manage the Council’s business planning process, including those associated with service planning reviews, workforce planning and budget preparation
COMMITTEES AND WORKING PARTIES
· To prepare, in consultation with appropriate members, agendas for meetings of the Council, Committees and Working Groups and to attend such meetings 
· To attend such meetings, recording attendance at these meetings, and act upon the actions set by councillors in a lawful manner.
· To issue notices and prepare agendas and minutes for the Annual Parish Meeting. To attend such meetings and to implement the decisions made at the assemblies that are agreed by the Council. 
WEBSITE/IT/COMMUNICATIONS
· To work with staff to ensure that the Council’s computer systems, telephony, and other office equipment, including CCTV and security alarms, are maintained to the highest standards and support enhancements and improvements as appropriate.  
· To carry out daily correspondence with the residents and other third parties 

· To monitor compliance with DATA Protection Legislation (GDPR or subsequent amendments), and put measures in place to bring Council to the required standard
· To investigate and report breaches of current data legislation in line with the requirements of the GDPR or subsequent amendments
OTHER
· Attend training courses or seminars as identified by the Council. 
· Attend conferences and meetings with relevant bodies to remain current with ongoing legislation and peer thinking. 
· To work additional hours as necessary.

· To undertake any other duties as may be required from time to time.  

PERSON SPECIFICATION:  CLERK and RFO 
	
	ESSENTIAL
	DESIRABLE

	 Educational Qualifications
	· A good general level of education: 5 GCSE’s or equivalent including English and Maths. 
· A commitment to continuing professional development 
· Knowledge and experience of how to develop and manage budgets
· Certificate in Local Council Administration (CiLCA) or equivalent qualification or be able to achieve within 18 months of employment
	· A recognised qualification in local government administration

· A degree or equivalent
· Awareness of the law relating to Local Councils

	Previous Work Experience
	· Experience of working as part of an interdependent team 
· Dealing with the public 

· Assembling knowledge to provide a written statement of response

· Arranging, chairing and processing actions from meetings  

· Experience in preparing & presenting clear & accurate management reports
· Leading and gaining buy-in from a diverse range of stakeholders including volunteers and staff
	· Experience in working in the Local Government Sector 
· Experience in preparing capital & revenue budgets, monitoring income & expenditure against the agreed Budget, and of reporting to the highest authority within the organisation.

· Experience of budgeting and accounting software reports

	Skills
	· Excellent knowledge of office 365 and Microsoft Office software management systems and procedures 
· Knowledge of website management and social media
· Excellent communication & interpersonal skills, with the ability to work with a variety of people & organisations effectively, either in person or remotely via the latest video meeting applications. Good organisational skills – able to prioritise workload.
· Able to manage performance, set targets and objectives
· Ability to undertake work of a confidential nature, demonstrating tact, discretion and diplomacy at all times Experience of managing staff working in isolation and/or as part of a small team with different, but often overlapping roles, with the ability to inspire staff and delegate tasks
· Good at communicating with people of all ages and backgrounds in person, by email or by telephone

· Able to deal with challenging situations e.g., complaints 

· An ability to resolve conflict and manage crisis, including the implementation of rapid change driven by national and local government legislation and policy initiatives.
· Awareness of GDPR & Freedom of Information regulations
	· Ability to understand the legal framework in which the Council operates
· Strong evidence of leadership, strategic thinking, organisational and managerial skills in the public sector

	Personal Attributes
	· Ability to work under pressure, identify priorities and meet deadlines.
· Enthusiastic with team approach 

· Able to maintain good relationships with staff, councillors, contractors and members of the public 
· Self-reliant and self-motivated 

· Political impartiality, operating with consistency and integrity
· Adaptability and able to respond to changing demands/circumstances
	

	Motivation
	· Self-motivated and able to work on own initiative

· Willingness to undertake essential training 

· Openness to learning and change
· Desire to do the best for the residents 
	

	Other 
	· Able to attend evening meetings and demonstrate flexibility as required.

· Driving licence, ability to travel. 
· Friendly

· Patient 

· Sense of humour 

· Professional attitude and attire 

· Ability to work from home if required 
	



