Clerk & Responsible Finance Officer (Part‑Time)
Chadwick End Parish Council is seeking an enthusiastic and capable individual to serve as Clerk and Responsible Finance Officer. This is a part‑time, home‑based role averaging 4 hours per week, including attendance at bi‑monthly Parish Council meetings and the Annual Parish Meeting.

About the Role
We are looking for someone who can confidently manage the Council’s administration and finances while providing professional support and guidance to councillors. Key responsibilities include:
· Preparing agendas and supporting meeting documentation
· Attending meetings and producing accurate minutes
· Managing day‑to‑day administration and financial records
· Maintaining the Council’s website, email, and digital systems
· Managing hall bookings and liaising with hirers
· Liaising with external service suppliers
· Advising councillors on legal, procedural, and governance matters (training provided)

About You
We would love to hear from applicants who are:
· Highly organised, accurate, and reliable
· Strong communicators with excellent interpersonal skills
· Confident in financial management and administrative processes
· Able to work independently and use initiative
· Comfortable learning legal and procedural requirements (training available)
· Experienced in local government, finance, administration, or management (desirable but not essential)

Salary & Training
· Salary is aligned with the Local Government services pay agreement 2025 dependent on experience
· A CiLCA qualification is preferred, but not essential — full training and support will be provided
How to Apply
Please send your CV and a cover letter outlining your suitability for the role to: clerk@chadwickend-pc.gov.uk
For further information or an informal discussion, you are welcome to contact us via the same email address.

