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Town Clerk and Responsible Financial Officer Job Description



Overall Responsibilities
[bookmark: _GoBack]The Town Clerk is the designated Head of the Paid Service and also the “Proper Officer” of the Council. All employees of the Council answer to the Clerk. The Clerk’s overriding responsibility is to advise the Council on its work ensuring its decisions are lawful and then managing the implementation of those decisions. The Clerk takes instruction from the Council as a corporate body and is not answerable to any individual Member. It is therefore imperative that the Clerk remains, at all times, independent, professional and objective in all that they do.

As the Proper Officer of the Council, the Town Clerk is under a statutory duty to carry out all the functions and take overall responsibility for all legal requirements incumbent upon the Proper Officer of a Town Council. They are also the designated Responsible Finance Officer responsible for the management and administration of
the Councils financial affairs in accordance with the Local Audit and Accountability Act 2014 and the Transparency Act 2015.

Specific Responsibilities 
· To advise, guide and develop, in conjunction with Councillors, Town Council policy and be responsible for the effective execution of all policy decisions of the Town Council.
· To manage and promote all aspects of the Town Council and the services it provides, administer the Town Council’s affairs and ensure the efficient running of all Town Council facilities. 
· To represent the Town Council wherever necessary at official functions. The Town Clerk will act as an ambassador for the Town Council as required and when engaging with the general public and local residents. 
· To manage all Town Council employees. The Town Clerk will supervise and motivate all other members of staff as their line manager and will ensure that all staffing and employment matters are properly dealt with.
· As the Responsible Financial Officer, the Town Clerk will be ultimately responsible for regular budget monitoring, preparation of management accounts and the staff payroll. The Town Clerk will also be expected to investigate sources of additional funding for the development of services and increasing the Town Council’s income.
· The Town Clerk will ensure all Town Council and committee meetings are serviced. 
· The Town Clerk will make him or herself available to councillors and members of the public seeking advice and guidance on local council matters.
· The Town Clerk will carry out any additional task or functions as decided by the Town Council.
· The role of the Town Clerk will change and develop as the needs of the community change and as the role of local councils change. It follows that the Town Clerk will be expected to be proactive, highly flexible and able to respond to change. In particular, the Town Clerk will be expected to build relationships with outside bodies to identify new opportunities and initiatives that improve the town. 

Necessary Skills
· Knowledge of local government functions and specifically the role and responsibilities of local councils.
· Proven ability to proactively manage change.
· The ability to think strategically be project-focussed and work to specific deadlines.
· The ability to communicate effectively, both orally and in writing, to councillors, the public and the media.
· The ability to handle difficult individuals and situations of conflict.
· The ability to problem solve.
· The ability to cooperate and work as a team member and on your own initiative.
· The ability to deal with political situations and to act in an impartial and discreet manner. 

Experience and Qualifications
· The Certificate in Local Policy or the Certificate in Local Council Administration (or the willingness to obtain either within 12 months).
· Experience of working in local government, preferably for a local council.
· Experience of staff management, target setting, appraisals and effective motivation.

Salary Scale
SCP 46 to 48 (currently £41,846 to £43,757) plus Essential Car User Allowance





Draft Town Clerk – Person Specification
	
	Essential
	Desirable

	Education
	Certificate in Local Council Administration (CiLCA), or
a commitment to obtain this within a year, or
Certificate of Higher Education in Local Policy (or the earlier CertHE in Local Council Administration) 

A commitment to Continuing Professional Development

	A degree or equivalent

	Local Government

	Knowledge of the law regarding local councils  


	Previous experience with a parish or town council

Experience of servicing committees, report and minute writing and standing orders

Understanding of planning law


	Management
	Staff management skills

Leadership skills

Partnership working skills

Organisational skills

Time management skills - the ability to prioritise and delegate

	An appropriate management or administrative qualification

Knowledge of employment law


	Finance
	Experience of computerised accounts packages and spreadsheets

Experience of budget setting and monitoring

	An accounting qualification

	Other
	Willingness to work regular evenings and other out of office hours

Politically neutral work style

	Experience in PR and working with the media

Valid driving licence and access to a vehicle for work purposes





Draft Recruitment Timetable & Interview Details

19/09/18		Advertisement

29/10/18		Closing date for applications (9am)

30/10/18		Shortlisting

13/11/18		Interviews

Format:
1. Paper exercises
2. Tour with staff
3. Lunchtime – meet councillors, staff, reps of local orgs etc...
4. Short Presentation at the start of each interview
“What will you bring to the role of Town Clerk and to the Town of Yateley?”
5. Interview

The order above may be changed for some candidates.

If you do not hear from us by 05 November, your application has not been successful.
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