Job Description
Job vacancy: Parish Clerk and Responsible Financial Officer (RFO): 12.5 hours per week
Overall responsibilities
The Clerk and Responsible Financial Officer will be the Council's Proper Officer for the functions assigned to the post, including issuing notices required by law. The postholder will provide impartial advice, maintain effective administration and financial records, and implement lawful Council decisions within approved delegations and budgets.
The postholder is accountable to the Council, with day-to-day supervision through its agreed staffing arrangements. All required duties, including meeting attendance and preparation, minutes, training, events, site and storage-unit visits and newsletter production, form part of paid working time. Additional hours require prior authorisation under the Council's agreed arrangements.
Responsibilities of the Clerk
To carry out the Council's lawful decisions and instructions within the authority delegated to the post.
To advise the Council on its policies, formulate new policies and revise existing policies for Council approval, maintain and present an up-to-date policy review calendar at every Council meeting, ensure all policies are brought to Council for annual review, provide the information required for lawful and informed decision-making, and implement the Council’s lawful decisions.
To be accountable to the Council for the effective management of the Council's resources and to report to them as and when required.
To issue notices for public meetings and minute and action meeting outcomes.
To prepare, in consultation with appropriate members, agendas and reports for meetings of the Full Council, Recreation Ground Committee and other meetings as required.
To attend and clerk meetings of the Council and its committees as required under the agreed meeting schedule.
To review the Standing Orders and Financial Regulations and recommend updates for Council approval.
To receive correspondence and documents on behalf of the Council and to deal with such and/or bring items to the attention of the Council.
To prepare and issue correspondence on behalf of the Council in accordance with its decisions and instructions.
To review reports and information relevant to the Council’s activities, consult administrators, specialists and other relevant parties where appropriate, and prepare and circulate clear reports for the Council’s consideration and discussion.
To draw up, both on their own initiative and as a result of suggestions by councillors, proposals for consideration by the Council and to advise on practicability and likely effects of specific courses of action.
To oversee the management of the Council's website, email software and social media activities.
To prepare the Parish Council newsletter every six months, gather and edit contributions, obtain approval for publication, and liaise with printers to arrange production.
To monitor the implemented policies of the Council to ensure they are achieving the desired result and, where appropriate, suggest modifications.
To represent the Council when authorised, communicating its agreed position accurately and impartially, and attend relevant meetings, community events and award presentations when required, including occasional evening or weekend attendance.
To undertake site visits, including visits to the Council's storage unit, the Recreation Ground, and other Council-managed land and facilities, meet contractors, suppliers, administrators and specialists as required, and report on progress, maintenance needs and matters requiring Council action.
To maintain the Council’s asset register, arrange inspections and maintenance of Council-managed land, facilities and equipment, follow up reported defects and keep appropriate insurance arrangements under review.
To maintain records of the Council’s contracts, leases, licences and agreements, and bring renewals and other key deadlines to the Council’s attention.
To monitor planning consultation deadlines, bring applications to the Council for consideration and submit the Council’s agreed responses.
To assist with organising public meetings, exhibitions, surveys and other community consultations, and report the feedback to the Council.
To arrange suitable training to meet the needs of staff and councillors.
To ensure that the Council’s risk assessments and risk-management arrangements are kept up to date, that identified risks are reported to the Council and that agreed actions are implemented, obtaining specialist advice where required.
To prepare, in consultation with the Chair, press releases about the Council's activities and decisions.
To hold the confidential Data for the Emergency Plan and liaise with the Emergency Plan working group
Responsibilities of the Responsible Financial Officer
The responsible financial officer (RFO) is responsible for all financial records of the Council and the careful administration of its finances.
To prepare the Council’s accounts on a receipts and payments basis, or another basis where required by proper accounting practices, maintain supporting records, prepare information for internal and external audit, and complete VAT returns or claims as appropriate.
To prepare the annual budget and proposed precept for Full Council approval, incorporating the Recreation Ground Committee’s budget recommendations for the next financial year.
To report income and expenditure against budget at least quarterly, explain significant variances and provide bank reconciliations for review in accordance with the Financial Regulations.
To receive and report on invoices for goods and services, report them for approval and arrange authorised payments in accordance with the Financial Regulations and agreed banking controls.
To issue invoices on behalf of the Council for goods and services and to ensure payment is received.
To prepare the year-end accounts and Annual Governance and Accountability Return (AGAR) for Council approval. To arrange the required internal and external audits and ensure that the accounts and notices are published on time, with accounting records available for public inspection as required.
To undertake all necessary activities in connection with the management of salaries, taxation, national insurance, pensions and conditions of employment.
To coordinate specifications, quotations and tenders, using professional advice where needed, and submit proposals for Council approval. To prepare authorised grant applications and monitor funding conditions. To administer approved contracts and report progress, costs and risks within delegated authority. Technical design, construction supervision and technical sign-off will be undertaken by appropriately appointed professionals.
