
Hampton Lucy Parish Council:  Job Advertisement for the Clerk to the Parish Council
Hampton Lucy Parish Council (‘the Council’) is seeking a part time Clerk to undertake the duties of Proper Officer to the Council following the resignation of our current clerk after many years of loyal service. Ours is a small Parish situated a few miles from Stratford upon Avon in a rural location. 
Salary (negotiable) dependent on experience and qualifications but we are part of the Government Services Pay Agreement. All relevant training and subscriptions to relevant industry bodies will be paid by the Council. 
The role is part time for 40 hours per month.
We welcome applications from all sectors of the community and are willing to consider someone new to the role of Clerk who is eager to undertake the relevant training. All we ask for is enthusiasm, organisation and a willingness to serve the community and the Council.
Please read the job description for more details on the role. If you think you would be suitable to undertake this role please send your CV with covering letter to Alex Jones, HLPC Chair, via email (alex.jones@hamptonlucypc.uk)  Or 07943 809408

JOB DESCRIPTION
Overall Responsibilities:
The Clerk will be the Responsible Financial Officer (RFO), responsible for all financial records of the Council and the careful administration of its finances. 
Specific Responsibilities:
1. To ensure that statutory and other provisions governing or affecting the running of the Council are observed, and that the Council conducts its business lawfully.
2. To monitor and balance the Council's accounts and prepare records for audit purposes and VAT as the Responsible Financial Officer. 
3. To ensure that the Council's obligations for Risk Assessment and under GDPR are properly met.
4. To prepare, in consultation with appropriate Councillors, agendas for meetings of the Council and Committees. To attend all Parish Council meeting, (every two months), all meetings of the Council’s committees and the annual Assembly of the Parish Meeting and to implement the decisions made at the said meetings that are agreed by the Council. 

5. To administer all the Council’s paperwork and keep property registers and other legal documents.
6. To receive correspondence, emails and documents on behalf of the Council and to deal with the correspondence, emails or documents or bring such items to the attention of the Council. To issue correspondence from instructions of, or the known policy of, the Council. 
7. 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 for goods and services and to ensure payment is received. 
8. To ensure the Council’s website is kept up to date and all relevant documents are posted as required.
9. To monitor the implemented policies and decisions of the Council to ensure they are achieving the desired result and where appropriate suggest modifications. 
10. To act as the representative of the Council as required. 
11. To prepare, in consultation with the Chair of the Council, press releases and newsletters about the activities of, or decisions of, the Council. 
12. To attend training courses or seminars on the work and role of the Clerk as required by the Council. 
13. To work towards the achievement of the status of Qualified Clerk as a minimum requirement for effectiveness in the position of Clerk to the Council. 
14. To continue to acquire the necessary professional knowledge required for the efficient management of the affairs of the Council.
