CHILD OKEFORD PARISH COUNCIL

JOB DESCRIPTION

JOB TITLE:	CLERK to the Parish Council and Clerk to the Trustees  of the QE 11 Playing Field Trust

HOURS: 30 Hours per calendar month

RESPONSIBLE TO: CHILD OKEFORD PARISH COUNCIL 

DATE OF ISSUE: May 2025


MAIN PURPOSE
Child Okeford is a vibrant village which has a Parish Council consisting of 9 Parish Councillors.  This role is to advise the council on duties and powers, ensuring that all statutory requirements are observed including but not limited to employment law, Health & Safety, Freedom of Information, Data Protection and Equality.  

The role is based working from home so internet access is essential, is subsided by the Council and there will be provision of a laptop, printer, stationery supplies and a three-drawer filing cabinet.

[bookmark: _heading=h.gjdgxs]Being a remote village location, your own transport is essential to attend meetings. 

OVERALL RESPONSIBILITIES
The Clerk to the Parish 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 to the Parish Council is also the Clerk to the Trustees of the Queen Elizabeth 11 Playing Field Trust (QE11 Trust), of which Child Okeford Parish Council is the trustee.
The Clerk will be responsible for ensuring that the instructions of the council and the QE11 Trust in connection with its function as a local authority and a charity are carried out. The Clerk is expected to advise the Council and the QE11 Trust 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 person appointed will be accountable to the Council for the effective management of all its resources and will report to it as and when required.  The Clerk will be the Responsible Financial Officer and responsible for all financial records of the Council and the QE 11 Trust and the careful administration of its functions.

MAIN AREAS OF RESPONSIBILITY
1.1 Liaising with the Chairman and Councillors
1.2 Handling all correspondence, the majority of which is by email and dealing with enquiries and requests and handling them as appropriate
1.3 Organise and planning ahead the scheduling of Parish Council committee meetings including venue set up for visiting members of the Parish including the Annual General Meeting.  Meetings are typically held on the 1st Monday of every month in the evening, lasting approximately 2 hours
1.4 Preparing and circulating agendas and accompanying documents, within the requirements of Standing Orders
1.5 Attendance at meetings, taking the minutes and circulating them to all relevant parties
1.6 Posting of agendas and minutes on the Parish notice boards and village website
1.7 Checking planning applications submitted for approval and communicating the outcome of any decisions to the council members
1.8 Completion of work arising out of the Parish Council meetings (letters, planning, decisions, etc.)
1.9 Advise the Council on financial planning and reporting including the preparation and review of budgets, the management of risk to public money and funding applications. Ensure compliance with proper financial practices including accounts, financial regulations, audit processes, VAT and procurement
1.10 Maintaining financial records – cheque schedules, monthly reconciliations, paying invoices etc.  
1.11 HMRC processes using HMRC BASIC PAYE – for the Clerks salary only
1.12 Liaising with Internal Auditor, preparation of end of year accounts and VAT returns for validation and approval by external auditor
1.13 Dealing with enquiries from the general public and councillors
1.14 Health & Safety monitoring of Parish Council property (children’s play area & recreation ground), reporting back to Parish Council and maintaining good filing systems of correspondence
1.15 Archiving of historical council papers as required
1.16 To attend training courses or seminars on the work and role of the Clerk as required by the Council.
1.17 To continue to acquire the necessary professional knowledge required for the efficient management of the affairs of the Council.  The professional body for Council Clerks is the Society of Local Council Clerks (SLCC) and the Council funds annual membership of the SLCC for the benefit of the Clerk.

 
No job description can fully cover all aspects of the role and consequently the responsibilities are likely to evolve and change over time.


PERSON SPECIFICATION:

	
	Essential
	Desirable

	Qualifications
	· Education to at least GCSE standard or equivalent, particularly with regards to English Language.
	· Formal secretarial training.

	Experience
	
	· Previous experience of working with a Parish Council, committee or public body / community 

	Knowledge 
	· Strong office systems knowledge, including Word & Excel
· Basic level of accountancy
	· Knowledge of updating websites in order to update and maintain documents on the village website

	Behavioural competencies and qualities
	· Ability to translate the Council’s words into actions.
· A high standard of communication skills and command of the written word, with a good telephone manner, able to deliver clear, concise messages / written instructions on email 
· Be a motivated team player, who is also willing to work well autonomously and use personal initiative and to question established ways of working, identifying and making the most of new opportunities aimed at enhancing services.
· Be flexible with a demonstrated ability to work effectively in seeking opportunities provided by a changing and unpredictable environment and to work effectively under pressure, managing and prioritising multiple tasks.
· Well organised and efficient, with a strong attention to detail and an understanding of the need for discretion and tact and ability to maintain confidentiality.
· Clean and tidy appearance.
· Physically capable and medically fit to undertake the role. 
	



Remuneration

The Parish Council use the NALC (National Association for Local Councils) Salary Scales, Spinal Column Points 18-25, dependent upon experience - Currently £15.08 per hour plus an allowance for home working and broadband.  

The Clerk’s salary is paid by BACS on the 28th of each month.  
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