
Salford Parish Council
Vacancy for Clerk/Responsible Financial Officer

This is a part-time, home-working, flexible role serving the village community.
Hours           Part-time, 5 hours per week. 

Location      Working from home and (in Covid-free circumstances) attending the monthly evening meetings in the Village Hall on the second Tuesday of each month.  A laptop and printer are provided, as well as office materials.
Salary
The salary is on local government scale 21 (£13.78 per hour) which at 5 hours per week is £3583 per annum, reviewable annually.  This may be negotiable, depending on the candidate’s experience.  There is also an optional pension scheme.  Annual leave entitlement is equivalent to 31 hours.
Job description


The Parish Clerk is responsible for administering the business of the Parish Council.  This includes the organisation of meetings, preparation of agendas and minutes, carrying out the decisions made by the Councillors, advising Councillors on procedural and legal matters, and liaising with the local district and county councils as well as members of the public. The Clerk is expected to implement the latest local government guidance on matters such as risk assessments, standing orders, and financial regulations. There is also a Parish Council website which must be kept up to date and accessible, complying with data protection and accessibility of information guidelines. 

The Parish Clerk is also the Council’s Responsible Financial Officer, managing the budget, paying invoices, completing VAT refund documentation annually, presenting annual accounts to internal and external auditors, and ensuring good practice under the Financial Regulations.

Training opportunities are available through the Oxfordshire Association of Local Councils, which is also an excellent source of advice to Parish Clerks.


Good organisational skills, ability to use initiative, and familiarity with IT are essential, as is a friendly and professional manner.  It is a rewarding and interesting way to serve the community.

Starting date


The starting date is 1 April 2021.

Contact details


If you are interested in the post, please get in touch with the current Clerk, Carol Ross, on 01608 641414 or clerk@salfordvillage.org.uk .

