Stoke Park & Cheswick Parish Council Clerk Job Description

JOB DESCRIPTION of the CLERK TO THE COUNCIL
The Proper Officer of the Council and Responsible Financial Officer

Overall Responsibilities

The Clerk to the Council will be the Proper Officer of the 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 will be totally responsible for ensuring that the instructions of the Council in connection with
its function as a Local Authority are carried out.

The Clerk is expected to advise the Council on, and assist in the formation of, overall policies to be
followed in respect of the Authority's activities and to produce all the information required for making
effective decisions and to implement constructively all decisions. 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 all financial records of the
Council and the careful administration of its finances in preparation for annual internal & external audits.

The Proper Officer - 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.

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.

5. To attend all meetings of the Council and all meetings of its committees and sub-committees
(unless sick or annual leave).

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 his/her 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. If applicable, to supervise any other members of staff as their line manager in keeping with the
policies of the Council and to undertake all necessary activities in connection with the
management of salaries, conditions of employment and work of other staff.

Job Description - SP&CPC Clerk 231029 1



Stoke Park & Cheswick Parish Council Clerk Job Description

11. To monitor the implemented policies of the Council to ensure they are achieving the desired
result and where appropriate suggest modifications.

12. To act as the representative of the Council as required.
13. 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 Chairman, 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.

The Responsible Financial Officer - Specific Responsibilities

1. Prepare financial reports to the Finance Committee and Council. Reports to cover Budget
monitoring, Fund Balances, Receipts to date, payroll summary payment of accounts and on
relevant current matters.

2. Prepare draft estimates. When approved by council to form annual budget, monitor during year
and report thereon.

3. Submit precept to District Council.

4, Enter regularly all money received and expended by the Council.

5. Ensure that all money due to the council is billed and collected promptly.

6. Manage cash flow and control of transfers and investments.

7. Overall management of payroll. Ensure prompt payment of tax and national insurance to

the Collector of Taxes quarterly.

8. Overall responsibility for submission of half yearly VAT returns and dealing with VAT
inspections etc.

9. Review verifications and code (where necessary) suppliers' invoices, prior to certification
for payment.

10. Prepare and balance final accounts in accordance with Audit and Accounts Regulations
and report thereon.

11. Produce accounts and records for external audit in accordance with Audit and Account
Regulations.

12. To organise for internal audit all aspects of the Council's financial affairs.

13. Monitor compliance with the Council's Financial Regulations and ensure

correct financial systems in place.
14. Manage the Insurance Risk and process claims as necessary.

15. Maintain Council's Register of Property and Assets.
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Specific Responsibilities of the Clerk

1. Managing Contracts — this may include one-off pieces of work or long term contracts.

a.

To prepare specifications for contracted work in association with the appropriate
committee.

b. To operate the Councils Contracts policy as appropriate in preparation for selection of
contractor.

c. To manage, with the authorised committee, the completion of all contracts to the
satisfaction of the Council.

2. Communications

a. To prepare regular communications briefs for consideration by the appropriate
committee and arrange publication.

b. To prepare all data for publication on the Council’'s web site.

c. Inassociation with the appropriate committee or sub-committee, to prepare and publish
as required information relating to the Councils operation and services.

3. Playing Fields Duties (when applicable)

a. In accordance with Council policy (TBA) and operating with the appropriate committee,
to manage the Council’s Playing Fields and recreation areas.

b. To perform a monthly visual inspection of all play equipment, playing field furniture,
boundary’s, trees, and facilities and to report findings and agree action with the
appropriate committee.

c. To oversee inspections reports and take appropriate action as necessary.

d. To liaise with all facility users and hirers to ensure the proper procedures are followed,
bookings are maintained, and charges raised as appropriate.

e. To monitor the maintenance contractors and ensure, with the appropriate committee,

the work is being properly completed in accordance with the contract.
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