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Parish Clerk and Responsible Financial Officer
JOB DESCRIPTION 
The Parish Clerk is responsible for the day-to-day administration of the Parish Council and acts as the Proper Officer and Responsible Financial Officer. The role involves supporting the Council in carrying out its duties, implementing Council decisions and ensuring the Council meets all legal, financial and governance responsibilities.
Main Responsibilities
Main Duties
· Implement Parish Council decisions and support delivery of its priorities, plans, and objectives 
· Provide advice to the Council and obtain specialist advice where required 
· Ensure compliance with all legal and statutory requirements 
· Manage Council resources, finances (as Responsible Financial Officer), accounts, VAT records, and audits 
· Oversee Council communications, correspondence, records, website, and social media 
· Prepare agendas, attend meetings, and produce accurate minutes 
· Support HR processes, including management of employees and contractors 
· Liaise with professional advisers, contractors, and external organisations 
· Prepare reports and information to support decision-making 
· Maintain Council policies, procedures, and records in line with good practice and data protection requirements 
· Ensure Health & Safety procedures and risk assessments are up to date 
· Prepare annual budgets and financial planning with councillors 
· Manage invoicing, payments, banking arrangements, and income collection 
· Represent the Council at meetings and local events where required 
· Undertake any other duties appropriate to the role and salary grade





PERSON SPECIFICATION 

Qualifications
· Desirable: Relevant qualification such as CiLCA, Certificate/Diploma in Community Engagement and Governance, or BA (Hons) in a related field 
· Or willingness to commence CiLCA qualification within 12 months of appointment 
Experience
· Essential: Experience of local government, council administration or finance 
· Desirable: Working knowledge of local government law, procedures and financial frameworks (or willingness to learn through training) 
· Essential: Experience of working independently with minimal supervision 
· Essential: Experience of working to deadlines and prioritising a varied workload 
Skills and Knowledge
· Essential: Excellent written and verbal communication skills 
· Essential: Competent IT skills, including email, Microsoft Office and spreadsheets 
· Essential: Ability to manage workload, prioritise tasks and meet deadlines 
· Essential: Ability to understand and apply policies, procedures and statutory requirements 
· Essential: Ability to produce clear agendas, minutes and reports 
· Essential: Ability to manage financial processes, including invoices and basic accounts 
Personal Qualities
· Essential: Good judgement, tact, discretion and impartiality 
· Essential: Ability to maintain confidentiality at all times 
· Essential: Proactive, self-motivated and able to work on own initiative 
· Essential: Organised with a practical, problem-solving approach 
· Essential: Professional attitude when dealing with councillors, staff, contractors and the public 
Other Requirements
· Essential: Willingness to work occasional evenings and additional hours when required 
· Essential: Commitment to good Health & Safety practice at all times 
· Essential: Commitment to supporting the effective running of the Parish Council
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