Tysoe Parish Council Appointment of Clerk Person Specification    

PARISH CLERK PERSON SPECIFICATION  

	

	
Essential

	
Desirable

	
Educational qualifications

	
Good general education: 5GCSEs A to C grade or equivalent including Maths and English
	
Additional educational qualifications  CiLCA (Preferred) or  A recognised qualification in local government administration or a willingness to achieve this in two years


	
Work Experience

	
Knowledge of book keeping and presenting accounts. Experience of minuting meetings.  Experience of dealing with the public especially in confrontational circumstances.

	
Experience of calculating payroll and producing accounts.  Experience of responding to planning applications.  Issuing simple tenders and contracts.  Experience of setting and managing a budget.


	
Skills/ knowledge and aptitude

	
Able to produce reports on financial and other subjects.  Able to prioritise.  IT skills including word processing and preparation of spreadsheets [Excel].   Presentational skills.   Ability to problem solve.  

	
Understanding of the legal framework in which the Parish Council operates.  Understanding of the operating environment of parish councils.  Understanding of how to write grant applications and sources of funding.


	
Personal Qualities

	
Able to maintain good relationships with Councillors, contractors and public.  Team Player as well as  Good communicator  Well Organised  Self-motivated.


	
Committed to maintaining our quality Council status.  Willingness to act as the Council’s representative when appropriate.  Use own initiative appropriately.  Confident to act on




