LINDFIELD PARISH COUNCIL

JOB DESCRIPTION

	Job Title:	Deputy Parish Clerk


	Responsible to:	Parish Clerk  


	Responsible for:	Supporting & assisting the Clerk to the Council in ensuring that statutory duties of the Council are carried out and deputising in their absence.

Administration of the Planning, Transport & Traffic Committee

	Employment Status:	25 hours per week, including some evening and weekend work


	Salary scale:	NJC SCP 22-23 (£33,699 - £34,434 pro rata)




Job Purpose
To assist the Parish Clerk in the execution of all Council business and to meet the Parish Council’s statutory requirements. To deputise for the Clerk during their absence

The Deputy Parish Clerk will be responsible for ensuring that the instructions of the Council in connection with its function as a local authority are carried out. The Deputy Parish Clerk is expected to advise the Council on, and assist the Parish Clerk in, the formation of overall policies to be followed in respect of the authority’s activities and to assist in the production of all the information required for making effective decisions. The Deputy Clerk will be accountable to the Parish Clerk for the effective management of resources and will report to them as and when required.

Job Competencies
· Strong organisational and administrative skills.
· Good communication and interpersonal skills.
· Ability to work independently and as part of a team.
· Good understanding of local government regulations and procedures, including finance.
· Proficiency in IT and relevant software.

Qualifications
· To obtain the Certificate in Local Council Administration within 18 months (if not already gained) as a minimum requirement for effectiveness in the role.

Specific Responsibilities
1. To prepare and update Council risk assessments for the relevant committees.
2. To manage Clock Tower House lease negotiations in conjunction with the appropriate members.
3. [bookmark: _Hlk207803766]To be responsible for the Clerking, administration and actions of the Council’s Planning, Transport & Traffic Committee.
4. To attend the Planning, Transport & Traffic Committee acting as the Clerk to Council.
5. Management of the council’s Speed Indicator Devices.
6. Organising the annual Christmas Festival Night.

Main Duties and Responsibilities
1. To assist the Clerk in ensuring that legal, statutory and other provisions governing or affecting the running of the Council are observed.
2. To assist the Clerk in the management of the Denmans Lane Allotment site.
3. To prepare, in consultation with the Clerk and appropriate Members, agenda items for meetings of the Council and its Committees and to attend such meetings when necessary.
4. To assist with organising other occasional events. 
5. To receive correspondence and documents on behalf of the Council and to deal with the correspondence or documents and bring such items to the attention of the Clerk, as appropriate.
6. To study reports and other data on activities of the Council and in matters bearing on those activities where necessary and/or appropriate to discuss such matters with the Clerk and specialists in particular fields.
7. To jointly monitor with the Clerk the implemented policies of the Council to ensure they are achieving the desired result and, where appropriate, suggest modifications.
8. To attend training courses on the work and role of a Deputy Clerk, and to be prepared to temporarily undertake the role of Clerk when, and if, necessary due to illness or absence.
9. Any other duties of a temporary nature which may be required from time to time to ensure the smooth running of the Council's affairs.
10. Liaise with local authorities, Sussex Police and relevant organisations in matters relating to the Planning, Transport and Traffic Committees' responsibilities and wider Council responsibilities as appropriate.

Deputising for the Clerk of the Council
In the absence of the Clerk, the Deputy will assume the following duties:

1. To ensure that statutory and other provisions and notices governing or affecting the running of the Council are observed and to advise the Councillors on all meeting procedures and regulations.
2. To be the Council’s principal adviser on all policy issues, to keep services and activities under continuous review and to identify, plan and implement improvements in quality, efficiency and effectiveness. 
3. To keep up to date with changes in legislation and forthcoming changes and advise the Council accordingly ensuring that all Council policies and procedures meet statutory requirements.
4. To prepare and publish, in consultation with appropriate Members of the Council, agendas for meetings of the Council and Committees in accordance with all statutory requirements and prepare minutes for approval, other than where such duties have been delegated to another Officer. 
5. To ensure that all meetings of the Council and all meetings of its Committees, Sub-Committees and Working Parties are clerked, attending personally other than where such duties have been delegated to another Officer, and to maintain Councillor’s attendance records.
6. To action all necessary and appropriate correspondence and documents on behalf of the Council as a result of the instructions, or the known policy of, the Council or, when appropriate, bring relevant items to the attention of the Council.
7. To sign, seal and deliver any agreements, contracts, conveyances, licences, consents, approvals etc on behalf of the Council. To ensure the Council’s planning obligations are met.
8. To provide general advice to the Council on the budget preparation process and ensure that all Management Reports are presented to the Council and the statutory External Audit requirements are completed each year. 
9. To ensure that Council’s budget is prepared and balanced and accounts raised and invoices paid and prepare records for audit purposes and VAT.
10. To prepare and publish the Council’s Annual Report.
11. To study reports and other data on activities of the Council and on matters bearing on those activities and where appropriate, to discuss such matters with consultants and specialists in particular fields and to produce reports for circulation and discussion by the Council.
12. To head the Council’s paid service and manage all other members of staff in keeping with the policies of the Council and employment law and to ensure they perform to expected standards.
13. To arrange and/or undertake staff annual performance appraisals or reviews and deal with any redundancy, disciplinary, capability or grievance issues in accordance with the Council’s policies and procedures.
14. To undertake all necessary activities in connection with the management of salaries, conditions of employment and work of other staff.
15. To apply the principles of equality and equal opportunities as embodied in the Council’s policies and practices in order to promote equality of opportunity and treatment and the appropriate attitude and behaviour for all employees. 
16. To monitor the implemented policies of the Council to ensure they are achieving the desired result and where appropriate suggest modifications.
17. To be responsible for the management, maintenance and use of all the Council’s 
properties and facilities, whether through direct management or through contracts, agreements or partnerships with other parties or providers.
18. To act as the official representative of the Council at meetings of other relevant organisations as required.
19. To issue notices and prepare agendas and minutes for the Annual Parish Meeting, attend the Annual Parish Meeting and to implement the decisions made by the Council.
20. To maintain effective and positive press and public relations and prepare, in consultation with key Councillors, press releases about the activities of, or decisions of, the Council.
21. To take appropriate public relations action to enhance the profile and image of the Council and promote and protect the views/interest of the Council with all relevant external organisations or individuals.
22. [bookmark: _Hlk109034077]To develop effective liaison and an effective working partnership with other relevant District/County Councils / Unitary Authorities, other public authorities, statutory and voluntary bodies and other agencies as the Council’s representative, to ensure that the Council plays a full and effective role in issues affecting the area.
23. To work to improve, develop and up-date the Council’s website. 
24. To lead the development and publication of the Parish Plan and produce a rolling business plan, as required.
25. To have an understanding of planning and development issues as they affect the Council area, in particular Neighbourhood Plans, the Local Development Plan, the Local Strategic Partnership, economic strategies and the Emergency and Resilience Plan and advise Councillors accordingly.
26. To ensure the casual vacancy process is followed when a Councillor vacancy arises. To explain the requirements of Ordinary Elections to all Councillors and undertake publicity for recruitment.
27. To ensure that the Council's obligations for financial risk assessment and insurance are properly met and that health and safety obligations under the Health and Safety at Work Act and other related legislation are met.
28. To be the principal adviser to the Council on matters of ceremony, civic protocol, and develop relevant cultural, community and commercial links.
29. To make appropriate arrangements for civic functions and occasions and attend the Council on any ceremonial occasions.
30. To attend training courses or seminars on the work and role of the Clerk and the Council’s activities as required by the Council.
31. To manage the arrangements to comply with the Data Protection Act 2018 and the General data Protection Regulations 2018.

General Duties
1. To continue to acquire the necessary professional knowledge required for the efficient management of the affairs of the Council and to attend training courses or seminars on the work and role of the Clerk & Responsible Financial Officer and the Council’s activities as required by the Council. 
2. To attend the Conference of the National Association of Local Councils, Society of Local Council Clerks, and other relevant bodies, as a representative of the Council as required.
3. To undertake such other duties commensurate with the level of the post and job purpose as required by the Council from time to time.

















































Person Specification

	Key criteria 
	Essential
	Desirable 

	Personal Qualities 
  
	Strong interpersonal skills. 

Methodical and thorough approach to completing tasks. 

Good communication skills. 

Ability to work professionally with people at different levels and from varying backgrounds within and external to the Parish Council

	

	Education & Qualifications

	A good level of education, must have the ability to communicate inwritten and spoken English to a level that enables person to do the job effectively

	CiLCA qualified.

Training in administration or project management.


	Experience
	Previous administrative experience of a similar nature to the required duties. 

Experience dealing with the public. 


	Previous local government experience, in particular relating to planning.

Minutes taking, report writing and meeting administration. 

Experience in managing contractors. 

Experience in planning and running events.


	Skills & Knowledge 
	Ability to plan and effectively carry out a list of tasks required of them with minimal supervision. 

Ability to problem solve and work own initiative. Able to deputise fully for the Clerk in their absence. 

Good working knowledge of Microsoft 365 (Outlook, Word, Excel, etc).

Good presentational skills. 

An ability to learn and adapt to new systems, practices, polices and legislation, as required. 

Willingness to undertake further training. 

	Knowledge of local government, including the operating environment of parish councils. 

Intermediate - advanced 
Microsoft 365 skills. 

Knowledge of using proprietary IT systems 

Experience with Social Media platforms including Facebook.



	Other
	Able to attend evening meetings and demonstrate flexibility as required.  
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