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Job Description – Part Time Assistant Clerk


	
Working Hours:
	
12 hours per week (to include some evening work)


	
Working Pattern:
	
Flexible hours (hours and days by agreement)


	
Salary:
	
£14 – £16 per hour (dependent on experience)


	
Place of work:
	
Predominantly home-based, but requirement to attend other locations as required.


	
Pension:
	
Membership of the Local Government Pension Scheme (after completing a probationary period).


	
Training:
	
Onsite/offsite training provided.


	
Reporting to:
	
Clerk to the Parish Council





Overall Responsibilities
The role of the Assistant Clerk is to actively promote and implement the Parish Council’s policies and to support the Parish Clerk in the administration and management of the Council’s services, projects and affairs and engagement with the community. 

The Assistant Clerk will report directly to the Parish Clerk and will provide support to the council when the Parish Clerk is absent (except Finance/RFO duties). 



Key Duties and Responsibilities
· Assist in the effective day-to-day operation of the Parish Council.

· Provide support when the Parish Clerk is absent to include clerking Parish Council meetings when needed.

· Support the management and maintenance of all parish owned assets.

· Build and maintain a good working relationship with contractors.

· Obtain quotes for goods and services.

· Respond to public enquiries in a professional and helpful manner.

· Liaise with Parish Councillors, residents, and external local organisations.

· Contribute to the management and updating of the Parish Council’s website.

· Maintain accurate records and filing systems in line with data protection and retention policies.

· Undertake other reasonable duties as required to support the work of the Parish Council.
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