
TOWN CLERK

JOB DESCRIPTION/ROLE PROFILE
Introduction to Godmanchester
Godmanchester in an historic town situated on the south bank of the River Great Ouse.  Known for its rich Roman and medieval heritage, the town features picturesque architecture, including timber-framed houses and stone bridges.  Godmanchester boasts a variety of scenic spots including the Causeway, Chinese Bridge and Portholme Meadow, one of the largest water meadows in the country.  Chartered by King John in 1212, the town has a welcoming blend of rural charm, and a great community feel.  Godmanchester Town Council comprises 17 councillors, a Mayor and Deputy Mayor.
Overall Responsibilities of The Clerk
The Clerk to the Council is 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 the law of a local authority’s Proper Officer.  The Clerk is totally 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 in particular to produce all the information required for making effective decisions and to implement, constructively, all decisions.  
The Clerk is accountable to the Council for the effective management of all its resources and will report to the Council as and when required.  The Clerk is the Responsible Financial Officer for the Council and responsible for all financial records of the Council and the careful administration of its finances in accordance with the specific requirements of the Council’s Financial Regulations.  The Clerk is the nominated Health & Safety Officer and as such is responsible for overseeing the implementation of the Town Council’s Health & Safety Policy. Under the General Data Protection Regulation, the Clerk is the Council’s Data Processor.  The Clerk is also the Council’s Safeguarding Lead.  We operate a hybrid working pattern.
This is a full-time position

The Clerk’s Specific Responsibilities include, but are not limited to:
1. Ensuring that all legal, statutory and other provisions governing or affecting the running of the Council are observed.

2. Keeping abreast of all legislation relevant to the Council and its activities, including employment legislation, and informing the Council of any changes as appropriate.  
3. Monitoring and balancing the Council’s accounts, preparing records for audit purposes and VAT, and producing regular financial reports for Council as requested.
4. Ensuring that appropriate records and external audits of Health and Safety procedures are maintained.

5. Ensuring that the Council’s obligations to insure are properly met.

6. Preparing, in consultation with appropriate Councillors, agendas for meetings of the Council, including the Annual Town Meeting; attending such meetings, and ensuring decisions are effectively implemented. 

7. In conjunction with the Deputy Town Clerk, attending all Working Party and Portfolio Group meetings.
8. Drawn up using their own initiative and, as a result of suggestions by councillors, proposals for consideration by the Council and advising on the practicability and likely effect of specific courses of action.  

9. Managing, motivating, mentoring and developing the other members of staff, in order to meet the needs and further the aims of the Town Council and Community Plant Nursery. Ensuring that all staff receive effective appraisals and training plans and that these are regularly monitored and updated as necessary.
10. Ensuring that all buildings and areas for which the Council is responsible are effectively managed, maintained and promoted.

11. Ensuring that the Community Plant Nursery (not for profit commercial business owned by the Town Council) is effectively managed by the Nursery Manager, working together to develop sales, expansion and learning opportunities for Nursery staff and volunteers.  Overseeing major projects in liaison with the Nursery Manager.

12. Carrying out risk assessments for existing and new activities, and ensuring that these are monitored, periodically reviewed and reported to the Town Council as appropriate.  Maintaining and monitoring the Risk Register and reporting to Council as necessary.
13. Ensuring that regular inspections of Life Saving Equipment, Mooring Cleats and Playground Equipment are undertaken, and maintenance and repair recommendations implemented.

14. Ensuring that the implemented policies of the Council are monitored to make sure they are achieving the desired result and, where appropriate, suggesting modifications. 

15. Ensuring that all contracts are awarded in accordance with the Council’s Financial Regulations and National and EU Law and are effectively monitored. 

16. Ensuring that Civic Events, including the annual Remembrance Day and Civic Services, and events in aid of the Mayor’s charities, are effectively organised.

17. Acting as a representative of the Council as required and being the public face of the Council.

18. When instructed by the Council, preparing, in consultation with the Mayor, press releases about the activities or decisions of the Council.  Overseeing the maintenance of the Council’s Website and Facebook pages.
19. Attending training courses, as required by the Council, and attending relevant conferences, such as those of the Association of Local Councils and Society of Local Council Clerks, to help ensure knowledge is kept up to date.
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