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Whitworth Town Council - Town Clerk & Responsible Finance Officer vacancy
Personal Specification sheet
Notes

· You must show that you meet all essential criteria.
· The Desirable Criteria are used to help decide between candidates who meet all the Essential Criteria.

· You must include in your application form information about how you meet these essential and desirable criteria.  Please give examples from your paid or voluntary work.  You may be asked to expand on this information during your interview.

QUALIFICATION & EXPERIENCE
	Criteria
	Essential / Desirable

	Understanding of procedure at meetings
	Essential

	Experience of working in a financial institution or department, with responsibility for budgets and targets
	Essential

	Experience of working within a Local Government / Public sector background or similar
	Desirable

	CiLCA or similar qualification in Local Government
	Desirable

	Experience of chairing meetings and preparing minutes and agendas
	Desirable

	Relevant Accountancy Qualification
	Desirable


SKILLS & KNOWLEDGE
	Criteria
	Essential / Desirable

	Ability to prepare and present clear and understandable reports
	Essential

	Knowledge of receipts and payments accounting systems.  Ability to produce year-end accounts to acceptable standard.
	Essential

	Excellent interpersonal skills and the ability to create and build relationships and working partnerships with other departments and organisations
	Essential

	Experience of working alone to develop a project or initiative
	Essential

	Ability to manage and supervise a small number of staff, identify training opportunities and work within employment legislation
	Essential

	Demonstrate a full working knowledge of Microsoft Office systems
	Essential

	Ability to work under pressure to meet pre-determined deadlines
	Essential

	Able to work with minimum supervision and establishing priorities and routine work programmes
	Essential

	Demonstrate an ability to manage social media accounts and a working knowledge of updating websites
	Desirable

	Relevant Accountancy Qualification
	Desirable

	Experience of implementing initiatives, including assisting with policy development
	Desirable


SPECIAL WORKING CONDITIONS

	Criteria
	Essential / Desirable

	Attendance at evening meetings and other out of hours working as required
	Essential

	Hold a full driving licence and be prepared to undertake a certain amount of travel to carry out duties
	Desirable
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