
JOB ADVERTISEMENT
Wing Parish Council 
Has a vacancy for Parish Clerk / Responsible Financial Officer
3 hours per week (days/times flexible when required)
Salary : NJC Salary Point 22-24 (from April 2019)  pro rata 
Actual Pay - @£133.34 / month equivalent to £11.11 per hour (12 hours month)

Wing Parish Council are a well-established Council in the heart of Rutland, actively involved in providing a positive service to our Parish and local community. We are looking for a Parish Clerk/Responsible Financial Officer to support the efficient running of the Parish Council from 1 June 2019.
The ideal candidate will be someone who:
· has excellent people skills, including the ability to work with Councillors, members of the public and a range of other public and community bodies
· is proficient with the use of e-mail, Microsoft Word and Excel 
· is, well-organised in keeping accurate records and able to keep these to deadlines
· will be able to deal with the day to day management of the Parish Council including updating the website
· is able to recognise funding opportunities that could support the Council and the local community  
· can, with any necessary training and support, ensure the smooth running of the Parish Council and its working practices
· will undertake any other duties as may be reasonably required from time to time and which may involve additional evening or daytime meetings
The job may be carried out from home or from the Parish Council’s office in the Community Centre in Wing village.

It will be desirable that the successful candidate is able to work towards obtaining CiLCA (Certificate in Local Council Administration) if it is felt to be necessary in the future and once they have completed an initial three-month period. 
Please contact Martin Field (Parish Clerk) on 07724 812 359 if you would like to know more about Wing Parish Council, or see Parish Council website www.wingrutland-pc.gov.uk  and download an application pack for the post.  
The closing date for return of applications is Wednesday 24th April 2019. Interviews are likely to be held week beginning 29th April 2019.

Please send applications to:
Wing Parish Council (marked “Private – Post of Clerk to Parish Council”)
Wing Community Centre
Morcott Road 

Wing, Nr. Oakham  LE15 8SA
E-mail : wingclerk@gmail.com  

WING PARISH COUNCIL
DETAILS AND APPLICATION FORM
PARISH CLERK & RESPONSIBLE FINANCIAL OFFICER
Post as : Clerk and Responsible Financial Officer to Wing Parish Council.

March / April 2019

The Clerk is the Proper Officer to the Parish Council and administrative responsibilities include:

· Attendance at Parish Council meetings - held on the last Wednesday of alternate months at 7.30p.m. (May, July, September, November, January, March)
· The preparation of meeting agendas, and the taking of minutes of Parish Council and Trustees meetings.

· Keeping accurate financial records, banking, invoices, and payment of accounts.

· Setting the council's budget, liaising with auditors, and preparing end of year accounts.

· Acting on the decisions and resolutions taken at council meetings.

· Dealing with correspondence from Councillors, members of the public and external organisations.

· Maintaining and updating the council’s policies, procedures and risk assessments.

· The preparation of meeting agendas, and the taking of minutes of Wing Trustees meetings.
· Liaison with Wing Community Centre Management Committee
Applicants should have:

· Good communication skills both written and verbal.

· Good IT skills including website maintenance

· An understanding of basic accounting processes.

· An ability to understand and interpret local government law.

· Ability to work on their own.

· A relevant qualification (CiLCA) or the willingness to work towards achieving this.

· Knowledge of the area would also be an advantage.

The Clerk can be based from home, although some office space is available in Wing Community Centre   A computer, printer/scanner will be provided.

The council would require the successful candidate to work some set hours to cover meetings (principally last Wednesday in May, July, September, November, January and March, and the total hours will be 3 hours per week. 
Wing Parish Council is an Equal Opportunity Employer.

Training will be offered as appropriate and remuneration will be based on qualifications and experience, but within NJC scale SCP 22-24. Actual Pay - @£133.34 / month equivalent to £11.11 per hour (12 hours month)

Information about the Parish Council including agendas and minutes of previous meetings, and Person Specification can be found on Council’s website at: www.wingrutland-pc.gov.uk
Closing Date for applications: Wednesday 12.00 noon, Wednesday 24 April 2019
Interview Date: 
The formal selection process will be by interview. Interviews are likely to be held week commencing 29 April 2019, all times to be confirmed.

Application: 
Application forms are available on the web at www.wingrutland-pc.gov.uk or contact Clerk to Wing Parish Council 07724 812 359.
Applications should be returned either by email to: wingclerk@gmail.com or by post and marked :       

Private: Application to the post of Clerk to Wing Parish Council

Wing Parish Council 

Wing Community Centre
Morcott Road 
Wing, Nr. Oakham  LE15 8SA
A CV is not required.

Canvassing of anyone involved in the selection process will disqualify you from being appointed.

The information contained in the person specification and job description will be reaffirmed with the election of a new Council in May 2019.

References
Formal references will be taken up following an offer of employment.

Expenses

Travelling expenses will be paid on the basis of standard class rail travel to the interview or car mileage at the rate of 42.9p per mile.  Claims must be in excess of 25 miles in total (mainland UK only). 

Any shortlisted candidate who withdraws without good reason will not be reimbursed travel subsistence or other expenses other than at the discretion of the Council.
Disabled Candidates

Any candidate who is disabled should please contact the Clerk / Chair of the Council, in confidence so that reasonable adjustments can be made to the recruitment process.

Application Form
CLOSING DATE: 12 Noon, Wednesday 24th April 2019
	Position applied for: 

	How did you hear about this vacancy? 


	Surname:

	Initials:


	Address:
	Telephone:
Mobile:
Email:
National Insurance Number:



Personal Details:
	Do you require a work permit to take up employment in the UK?
	Yes (  No (

	Are you legally eligible for employment in the UK?
	Yes (  No (

	Do you hold a current clean driving licence?
	Yes (  No (

	Please give details of any driving offences currently under endorsement:


	Please give details of any unspent criminal convictions that you may have (in accordance with the Rehabilitation of Offenders Act 1974). 


	If offered this position will you continue to work in any other capacity?
	Yes (  No (

	Have you previously worked for this Council?          YES / No                                  

If YES, please give details of position held, dates of employment and main responsibilities:


	


Employment History

Please list all relevant employment in reverse chronological order, starting with your present or last position.  Please continue on a separate sheet if you need to.
Name & Address of Employer:

Date joined:






Date Left:

Job Title:

Describe your duties and responsibilities:

Salary:





Type of Business:

Reason for Leaving:

Name & Address of Employer:

Date joined:






Date Left:

Job Title:

Describe your duties and responsibilities:

Salary:





Type of Business:

Reason for Leaving:

Name & Address of Employer:

Date joined:






Date Left:

Job Title:

Describe your duties and responsibilities:

Salary:





Type of Business:

Reason for Leaving:

Education and Qualifications (including Membership of Professional Bodies)
	Date From/To
	Name of School, College or University
	Qualifications Gained

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Training

Please list the training courses attended that will be relevant to the post as Parish Clerk:

Illness and/or Accidents

Do you consider yourself to be disabled? If yes, please give details (this will enable the Council to make reasonable adjustments to assist you in your role):

Please give details of any outside interests or other information you feel will support your application:

	


References

Please give the names and addresses of two referees. One should be your present or last employer if possible.

Referee 1
Referee 2
	Name


	Name

	Address

	Address


The above will only be used for successful candidates.
Are you related to any employee or Elected Member of this Council? Yes (  No (
If yes please give full details:

	


IMPORTANT NOTICE

Failure to answer all the questions on this application or failure to reveal information which might influence a decision on whether or not to employ you will automatically invalidate the application and the offer of employment, and where employment has commenced, to dismissal.

DECLARATION

	I, the undersigned, declare that the information given by me on this application and any other form (including at interview) to the best of my knowledge is correct, and that I have not knowingly withheld any fact or circumstance which, if disclosed, would influence a decision to employ or not employ me. 

	Signature

	Date


2

