
Job Description 

Parish Clerk and Responsible Financial Officer 

Location: East Leake Parish Office, 45 Main Street, East Leake, LE12 6PF 
Hours: 25 hours per week, 08:30 – 13:00 Monday to Friday; hours to include 

evening attendance at Parish Council and Committee meetings 
Responsible to: East Leake Parish Council 
Salary: National Association of Local Councils LC2 substantive benchmark range, 

scale points 24-28  
Line Management: Two full-time and two part-time staff 
Budget Control: Budget circa £312,000 

 

1. Role 

The Clerk of the Parish Council will be solely responsible for the administration of the Council’s 

business.  The range of responsibilities expected of a new Clerk in order to fully fulfil the needs and 

best interests of the Parish Council are set out as follows: 

• Act as Proper Officer and Responsible Financial Officer for East Leake Parish Council. 

• Fulfill the role of Council and Committee Secretary. 

• Purchase goods and services on behalf of the Council. 

• Liaise with other authorities and bodies. 

• Manage the day-to-day business of the Parish Office and staff. 

• Manage the Council’s IT systems and website. 

• Actively manage the Council’s land and property assets to optimise revenue and value to the 

community. 

• Manage projects that deliver the objectives of East Leake Parish Council. 

 

2. Duties 

i. Ensuring compliance with legal duties 

• Ensure that all statutory and other provisions governing or affecting the running of the Council 

are observed.  

• Monitor the implemented policies of the Council to ensure they are achieving the desired result 

and, where appropriate, suggest modifications. 

• Ensure compliance with GDPR legislation by fulfilling the role of Data Controller. 

 

ii. Managing Parish Council, Committee, and Parish meetings 

• Prepare informative agendas for meetings of the Council, in consultation with appropriate 

Councillors.  

• Attend all meetings of the Full Council, take a formal Minute of the meeting and create an Action 

Log. Ensure that these actions are taken in advance of the following meeting.  

• Prepare, and agree with the Chairs, the agendas for committee meetings, but attend and minute 

only key meetings where the Clerk’s presence is required.  

• Record comments as dictated by the Planning Committee and report to the Local Planning 

Authority by the dates required.  

• Minutes to be duly circulated within timescales required by law.  

• Issue notices and agendas for the Parish Council’s statutory Annual Parish Meeting and 

Meetings.  

 



iii. Delivering Council’s strategic purpose 

• Draw up, both on their own initiative and as a result of suggestions by Councillors, proposals for 

consideration by the Council, and advise on the practicability and likely effects of specific 

courses of action.  

• Update Council’s business plan and monitor progress of schemes.  

• Bring forward draft policies and scheme proposals to reflect community needs.  

• Receive correspondence and documents on behalf of the Council and, following known policy of 

the Council and in liaison with appropriate Councillors, respond on behalf of the Council. Prepare 

a monthly summary of all significant incoming and outgoing correspondence for Council 

meetings.  

• Draft responses to third party consultation exercises.  

• Study reports and other data on Council’s activities and on matters bearing on those activities. 

Where appropriate, discuss such matters with administrators and specialists in particular fields 

and produce reports for circulation and discussion by the Council.  

 

iv. Parish administration 

• Establish and maintain effective paper and electronic filing systems to record the business of the 

Parish Council in a recoverable format.  

• Ensure adequate links are maintained to partner organisations to enable community contact to 

be established to report problems and seek information; this includes liaison with officers of the 

Borough and County Council departments on parish matters. 

• Place and manage orders for the purchase and supply of goods and services.  

• Manage upkeep of the public toilets. 

• Manage the Village Burial Ground, including all records and undertake an annual review of 

charges and regulations. 

• Manage the closed churchyard at St Mary’s Church, liaising with the Church Wardens and 

churchyard volunteers. 

• Manage Meadow Park in accordance with the delegation agreement between the Parish Council 

and Rushcliffe Borough Council. Also, to liaise with the volunteer group “Friends of Meadow 

Park” regarding tasks delegated to them.  

• Manage any projects with which the Council is involved, including liaising with potential partners 

and funders. 

• Work collaboratively with the Chairs of all relevant committees in the oversight of those 

elements of the Council’s business.  

• Responsibility for the security of the Parish Buildings and its assets. 

 

v. Health and safety 

• Ensure that the Council's statutory obligations for the proper management of all Health and 

Safety matters are met; including the review of Council’s Health and Safety Policy and the 

preparation (and oversight) of Risk Assessments, where necessary, for the safe management of 

Council business and activities.  

 

vi. Financial management 

• Monitor compliance with the Council’s financial regulations and ensure correct financial systems 

are in place.  

• Manage the annual budget for Council and its committees, and prepare financial statements on 

a monthly basis in accordance with financial regulations.  

• Monitor and balance the Council's accounts and prepare records for audit and VAT purposes.  

• Ensure that correct financial records are kept and that internal checking regimes are established.  



• Receive and report on invoices for goods and services to be paid for by the Council and ensure 

that such accounts are settled within due timescales. Issue invoices on behalf of the Council for 

goods and services and ensure payment is received.  

• Research and bring forward opportunities to apply for grants to support programme aspirations. 

 

vii. Staff management 

• Manage own work, and that of Deputy Clerk, grounds/maintenance staff, by agreeing job 

descriptions and annual work plans, and contributing positively to reviews of performance.  

• Work collaboratively with the nominated Line Manager (Chair/Vice Chair of Council) to draw up 

(by end February) an annual Work Plan for the year ahead based on this Job Description 

(covering the period 1 April – 31 March each year). Monitor and report quarterly and hold an 

annual review by the end of April the following year.  

• Identify and encourage training and professional development for staff as their Line Manager. 

• Maintain records of staff hours, leave etc. for approval.  

• Supervise other members of staff as Line Manager, in keeping with the policies of the Council 

and undertake all necessary activities in connection with the management of salaries, conditions 

of employment and work of other staff. 

• Supervise volunteers who do work on behalf of the Parish to ensure full health and safety, risk 

assessments, and DBS checks are all in place as required by our insurance. 

 

viii. Communications 

• Manage the Parish Council’s website and ensure it is accurate and up to date.  

• Identify items to post on the website and the parish council’s newsletter.  

• Devise new ways to communicate with our community in order to find out their priorities and 

requirements.  

• Attend if required regional/national conferences of representative bodies likely to have agenda 

items of interest affecting the future development of the Parish Council and report back to the 

Council on relevant issues. 

• Prepare, in consultation with the Chair or nominated representative, press releases about the 

activities of, or decisions of, the Council. Work cooperatively with the media to promote the role 

and a positive public perception of the Council.  

• Act as the representative or spokesperson of the Council as required.  

 

3. Working Hours 

• The role of Clerk is predominantly office-based during the opening hours of the Parish Office, but 

there is a requirement to attend evening meetings of the Council held on a Tuesday. 

• The Clerk’s hours are 25 hours per week, between 08:30 and 13:00 Monday to Friday. These 

hours include evening meetings and occasional events outside office hours. 

 

4. Qualifications and Professional Development 

• As a minimum requirement for effectiveness in the position of Clerk to the Council the candidate 

needs to have obtained a Certificate in Local Authority Administration (CiLCA), or give a 

commitment to work towards obtaining this qualification within 12 months of appointment.  

• Continue to acquire and maintain the necessary professional knowledge required for the 

efficient management of the affairs of the Council, and join appropriate professional bodies e.g. 

The Society of Local Council Clerks.  

• Attend training courses or seminars on the work and role of the Clerk, as agreed with the Line 

Manager. 


