





Owslebury and Morestead Parish Council
Clerk and Responsible Financial Officer
Person Specification

	Competency
	Essential
	Desirable

	Education, professional qualifications and experience
	High level of numeracy and literacy.

Good general education (GCSE level or equivalent qualifications or demonstrable equivalent experience).

CiLCA qualification, current study towards it, or willingness to obtain it within two years of appointment.
	CiLCA qualification.

Training in local government administration

	Experience
	Administrative experience, including organising meetings and maintaining accurate records.

Experience handling correspondence and working to deadlines.

Relevant financial administration experience, including budgeting or bookkeeping; transferable experience is welcomed.
	Experience in local government or parish council

Experience of parish or town council finances and annual accounts.

Managing websites/social media.

	Knowledge
	Awareness of confidentiality and data protection.

Understanding of confidentiality, UK GDPR, Freedom of Information and Environmental Information Regulations requests, including when to seek advice.

	Knowledge of parish council legislation

Knowledge of the planning process.

Knowledge of financial regulations and audit.

	Skills & Abilities
	Ability to work with the public, councillors, officers, contractors and residents 

Ability to work unsupervised.

Ability to prepare budgets, maintain accounting records, reconcile bank accounts and prepare VAT returns or claims.

Ability to summarise discussions and prepare formal minutes.
Competent use of email, word processing and spreadsheets, including Excel or equivalent software.
	Working knowledge of local government structure and working practices.

Confident public speaker.

Good working knowledge of Microsoft Office particularly Excel.

Experience of coordinating projects, procurement or grant applications.



	Personal Qualities
	Integrity, reliability, discretion and impartiality.

Attention to detail

Self-motivated and able to prioritise competing demands.

Sound judgment, confidence in giving independent advice, and the ability to handle challenging correspondence and discussions calmly and professionally.

	Commitment to ongoing development

Interest in community issues.

	Other 
	Car driver.	
Prepared to work flexible hours.
Prepared to work in evenings.
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