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Whitworth Town Council

Town Clerk / Responsible Finance Officer position 
Guidance Notes                

Thank you for the interest you have shown in applying for the abovementioned job with Whitworth Town Council.  You are advised to read through the following information which is provided to help you complete your Application Form.  If you have any difficulty in completing the form please telephone (01706) 852018.
Equal Opportunities Policy Statement
Whitworth Town Council as an equal opportunity employer intends that no job applicant or employee will receive less favourable treatment because of his or her sex, marital status, race, colour, nationality, national origins, ethnic origins, faith, sexual orientation or disability, nor be disadvantaged in any unjustifiable way by any other condition.

Completing the Application Form

· When applying for a job with Whitworth Town Council, selection for interview is based solely on the information contained on the Council’s official application form and any supplementary sheets.  Please do not attach a CV with your application form as it will not be considered.
· Please complete the form in black ink so that it can be photocopied. 

· Applications received after the advertised closing date and time will not be considered.

· It is proposed that interviews will be held on Wednesday 7 September; candidates selected for interview will be notified by phone and confirmed by email on Friday 3 September.

· Due to limited manpower, applications will not be acknowledged.
· Please note that applications can only be considered from EU citizens and those legally entitled to work in the UK.  

You must enter your National Insurance number on the application form in order for your application to be considered.   If you do not have a National Insurance number but are able to work in the UK without a restriction, please provide full details for verification.

Job Description – This gives details about the vacancy and lists all the main duties and responsibilities which the post-holder will be required to carry out.

Person Specification – This gives details of what qualifications, skills, knowledge and experience a person must have to be able to do the job.  These are listed as essential and desirable criteria.  In order to be invited for interview you must be able to show that you meet all of the essential and ideally all the desirable criteria.  However if you do not meet some or all of the desirable criteria you may still be invited for interview.  The selection panel use the information supplied on the Application Form to decide which applicants best meet the requirements as detailed on the Person Specification.

References - If you are in employment, one of your referees must be your current employer.  If you are unemployed, one of your referees must be your last employer or a person who knows you as a helper or volunteer.  If you are self-employed or have never been employed, you should name someone who can comment on your suitability for this post.  If you are a student or school leaver, one referee should be your head teacher, teacher or tutor.  If you are unemployed, please give details of your last employer.  Please place a tick in the box if you wish to be contacted before we approach your referees.

When you have completed your application form please check it thoroughly and keep a copy.  Ensure that you return the form by the closing date.
General Information

Protecting Children and Vulnerable Adults – You will be required to complete a DBS check (Disclosure and Barring Service, formerly CRB check).

Pensions - Employees may join the Local Government Pension Scheme.
Probationary Period - A six month probationary period is attached to all posts.  You are expected to demonstrate your suitability for the post within this period.

Smoking - The Council operates a no-smoking policy in the Council offices and when representing the Council.

Relatives of Officers or Members – Any candidate who knows that he / she is related to any Councillor or Council staff shall, when making their application, disclose that relationship.  A candidate who fails to disclose such a relationship will be disqualified from the appointment and if appointed may be liable to instant dismissal.

Information Technology – The Council will ensure that all users are familiar with Data Protection Legislation and the Council’s IT Policy.

Further Information – Further details are available from the Town Clerk & Responsible Finance Officer on 01706 852018.

Completed application forms should be returned by 12 noon on Friday 26 August 2022:


Email to: 	info@whitworth.gov.uk


OR


Post to: 	Whitworth Town Council


Council Offices


The Ashcroft (Civic Hall)


Market Street


Whitworth


Lancashire


OL12 8DP
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