Leavening Parish Council
Website: http://www.leavening.online
Email: clerk@leavening.online

Vacancy for Parish Clerk and Responsible Financial Officer

Leavening Parish Council, Ryedale District

Leavening Parish Council based near Malton, North Yorkshire, is seeking an enthusiastic and diligent individual to take on the post of part-time Clerk and Responsible Financial Officer. 
Time spent by the Clerk on council business varies but is currently around 6 - 10 hours per month and we operate a flexible approach to hours across the year. 
Duties include: 

· Preparing agendas and writing minutes for full council meetings 

· Maintaining information of expenditure and income, making payments, and preparing the annual budget document

· Completing the end-of-year accounts on behalf of the parish council
· Acting as advisor to the council 

· Compilation and dealing with correspondence and associated administration.

The ideal candidate will have administrative and financial skills and be computer literate.   The post holder will work from home and will be required to attend approximately five evening meetings per year in Leavening, North Yorkshire.

Prior relevant experience is an advantage but training in all aspects of local government administration, leading to the Certificate in Local Council Administration qualification will be provided.

Salary (dependent upon qualifications and experience) is under Local Government Association recommendations on pay scale from April 2023 SCP 5 – SCP 9 (£12.21 to £13.06 per hour) plus reasonable expenses will be considered and full training provided with potential for progression towards an official Clerk qualification.

To apply, please submit a copy of your up-to-date CV and a cover letter outlining why you feel your skills fit with this role.  Please email your submissions to clerk@leavening.online.
Closing Date: 12pm, Friday 23rd February 2024

For an informal conversation or please contact: James Johnston, Chair, Leavening Parish Council - email: chair@leavening.online or mobile: 07964340418.

Job Description: Clerk
Overall Responsibilities

The Clerk to the Parish Council is an important role that supports the business of the Parish Council in Leavening.  Working with councillors to ensure effective administration of parish meetings and the oversight of governance of these meetings, you will be responsible for running an efficient and effective service to support the parish of Leavening and its residents.
The Clerk is the “Proper Officer of the Parish Council” and as such is under a statutory duty to carry out all the functions, and to serve or issue all the notifications required by law of a local authority's Proper Officer. 
.  

The Clerk is responsible for ensuring that the instructions of the Parish Council in connection with its function at the local level are carried out. The Clerk is expected to provide advice to councillors on and assist in the formation of, overall policies to be followed in respect of the Parish Council’s activities.  The role plays a key role in compiling and producing all the information required for making effective decisions and implementing actions and decisions made at regular Parish Council meetings. 
The person appointed will be accountable to the Council for the effective management of all its resources and will report to them as and when required. The Clerk will be the Responsible Financial Officer and responsible for maintaining financial records and ensuring 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.

2.
To monitor and balance the Council's accounts and prepare records for audit purposes and VAT.  (Or to monitor the work of a designated other officer designated the Responsible Financial Officer).

3.
To ensure that the Council's obligations for Risk Assessment are properly met.

4.
To prepare, in consultation with appropriate members, agendas for meetings of the Council and Committees. To attend such meetings and prepare minutes for approval.  (Other than where such duties have been delegated to another Officer). 

5.
To attend all meetings of the Council and all meetings of its committees and sub-committees. (Other than where such duties have been delegated to another Officer).

6.
To receive correspondence and documents on behalf of the Council and to deal with the correspondence or documents or bring such items to the attention of the Council.  To issue correspondence as a result of 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 study reports and other data on activities of the Council and on matters bearing on those activities. Where appropriate, to discuss such matters with administrators and specialists in particular fields and to produce reports for circulation and discussion by the Council.

9.
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.
10.
To monitor the implemented policies of the Council to ensure they are 


achieving the desired result and where appropriate suggest modifications.

11.
To support the Chair of the Parish Council and act as the representative of the Council as required.

12.
To issue notices and prepare agendas and minutes for the Parish Meeting: to attend the assemblies of the Parish Meeting and to implement the decisions made at the assemblies that are agreed by the Council.

14.
To prepare, in consultation with the Chair, press releases about the activities of, or decisions of, the Council.

15.
To attend training courses or seminars on the work and role of the Clerk as required by the Council.  This may include attendance at National Association of Local Council training courses (virtual and in person) and participation in forums for the Society of Local Council Clerks.
16.
There is potential to progress towards the status of a Qualified Clerk in the longer term.
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