HEYSHOTT PARISH COUNCIL
JOB DESCRIPTION OF THE CLERK 
1. 	The clerk is the proper officer of the council and will carry out all the functions conferred on the 	proper officer by statute or otherwise.
2.	The clerk will be responsible for ensuring that the statutory and other provisions governing the 	administration of the council and its affairs are complied with.
3. 	The clerk will prepare the agendas for meetings of the council, will attend such meetings and 	will prepare the minutes of such meetings for submission to the council for approval.
4.	The clerk will likewise prepare the agendas for, attend and prepare the minutes of committee 	and sub-committee meetings.
5.	The clerk will prepare the agendas for, attend and prepare the minutes of the annual parish 	meeting and any other parish meetings held during the year.
6.	The clerk is responsible financial officer of the council and will prepare and maintain the accounts 	and other financial records of the council (including those relating to Value Added Tax) in 	accordance with all statutory and other accounting and audit requirements and practices.
7.	The clerk is responsible for arranging the deduction of income tax and national insurance contributions from the remuneration of the clerk and payment of the same to HM Revenue and Customs or employ accountants to do payroll (RTI)
8.	The clerk will be the council’s data controller and the council will register this with the Information Commissioner under the Data Protection Act 1998. 
9.	The clerk will be responsible for ensuring that all decisions of the council, its committees and sub-committees are carried out promptly and accurately.
10.	The clerk will be responsible for receiving all correspondence and other documentation on behalf of the council and for ensuring that the same is brought before the council or its relevant committees or sub-committees as necessary.
11.	The clerk will, if so required by the council, review and report on the policies of the council and how effectively they are being implemented, having regard to the principles of “best value” prescribed or under statute.
12.	If so required by the council, the clerk will act as a representative of the council at meetings, public inquiries and other similar events.
13. 	The clerk will be responsible for preparing and keeping up to date a register of the council’s assets, ensuring that they are regularly inspected and maintained and ensuring that they are covered by adequate insurance.
14. 	The Clerk will ensure that the Council’s obligations for Risk Assessments are properly met.
15.	The Clerk will be responsible for preparing and keeping up to date the council’s publication scheme, as required under the Freedom of Information Act 2000.
16.	If so required by the council, the clerk will (at the cost of the council) attend training courses on subjects relevant to the role and responsibilities of the clerk of a local council.
17.	If so required by the council, the clerk will prepare and issue information about the activities of the council to the press and other media organisations.
