DENNINGTON PARISH COUNCIL

VACANCY

DENNINGTON Parish Council wishes to appoint a Parish Clerk/Responsible Finance Officer to support the Parish Council, undertaking the administration of the Council’s work, including keeping accounts, preparing budgets, statutory statements, arranging meetings, taking notes, updating the website and managing the council’s assets and small projects when necessary. 
 IT skills are required and knowledge of Local Government procedures would be an advantage. The appointed person will be expected to maintain confidentiality of information in an independent, objective and professional manner. The successful candidate could receive training from the outgoing clerk to attain the necessary skills.
The job is part-time, requiring approximately 12 hours per month. This includes at least 6 evening meetings each year. Additional site visits, meetings or special meetings may be required. 
A full Job Description, setting out the skills and abilities required, can be downloaded from the Parish council’s website at www.onesuffolk.co.uk/DenningtonPC  or can be obtained from the present Clerk Shirley Cunningham, Pound Cottage, Badingham Road, Dennington, Woodbridge, IP13 8JF or email shirley.cunningham1@btopenworld.com. Information about the Council, including minutes of recent meetings, is on the Parish Council website. 

Salary will be in accordance with National Salary Scales dependent on skills and ability. Additional information can be sought from the Parish Clerk.
Application should be made by sending a CV and covering letter, explaining how you meet the requirements of the post, to the present Clerk Shirley Cunningham no later than 30th September 2011. Interviews will be held during October 2011.
Job Description - Clerk to the Council
Overall Responsibilities

The Clerk to the 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 will be 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 for making effective decisions and to implement constructively all decisions.

The Clerk will be accountable to the Council for the effective management of all its resources and will report to them as and when required.

The Clerk will be responsible for all the financial records of the Council and the careful administration of its finances.

Specific Responsibilities

1. To ensure that legal, statutory and other provisions governing or affecting the running of the Council are observed.

2. To monitor and balance the Council’s accounts and prepare records for audit purposes VAT and PAYE.
3. To ensure that the Council’s obligations to insure are properly met.

4. To prepare agendas for meetings of the Council and its committees, including planning, and to attend all meetings and prepare minutes for approval
5. To receive correspondence and documents on behalf of the Council and to deal with correspondence or documents or bring such items to the attention of the Council. To issue correspondence as a result of the instructions of, or the known policy of, the Council.

6. To receive and report on invoices for goods and services to be paid for by the Council and to ensure such accounts are met. To issue invoices on behalf of the Council and to ensure payment is received.

7. To study reports and other data on activities of the Council and on matters bearing on those activities. Where appropriate, discuss such matters with administrators and specialists.

8. To draw up proposals for consideration by the Council and to advise on the practicability and likely effects of specific courses of action.

9. To monitor the implemented policies of the Council to ensure they are achieving the desired results and, where appropriate, suggest modifications.

10. To act as representative of the Council, as required.

11. To prepare, in consultation with the Chairman, press releases about the activities of, or decisions, of the Council.

12. To attend training courses as required by the Council.
