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VACANCY
Parish Clerk and Responsible Financial Officer

Sambourne Parish Council is looking to appoint a new Parish Clerk and Responsible Financial Officer on the retirement of the current Clerk at the end of May 2026.

This part-time position will be for 30 hours per calendar month.  It is home based and includes attendance at bi-monthly Parish Council meetings, which are held on a Tuesday evening.

The salary will be at the appropriate point on the scale LC1 SPC 13-16 – between £15.06 and £15.82 per hour – depending on experience.

Key Responsibilities
· Preparation of agendas, taking of minutes and supporting council meetings
· Managing council finances, budgets, and statutory returns
· Advising councillors on legal, procedural and governance matters
· Ensuring planning applications are viewed and discussed by councillors, and actioned by yourself by the deadlines provided
· Acting as the main point of contact for residents and stakeholders

Requirements
· Excellent administrative and communication skills
· Ability to work independently and meet deadlines
· Knowledge of local government procedures (CILCA qualification desirable, or willingness to work towards it, supported by the Parish Council)
· Competence in Microsoft Word and Excel

Appropriate training will be available, and there will be a comprehensive hand-over and help as necessary from the existing clerk. Please contact the clerk, Teresa Murphy, at clerk.sambournepc@aol.com for a full job description.

Applications may be made by email to the clerk at the above address.

Cllr Adam Quinney
Chairman



