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The Clerk to the Council will be the Proper Dfficer of the Council and as such is under a statutory duty to carry out all the ;
functions, and in particular to serve or issue all the notifications required by law of a local autharity's Proper Dfficer. The
Clerk will be totally responsible for ensuring that the instructions of the Council in connection with its function as a Local |

Authority are carried out. The Clerk is expected to advise the Council on, and assist in the formation of, overall policies to be
followed in respect of the Authority's activities and in particular to produce all the information required for making effective
decisions and to implement constructively all decisions. The person appointed will be accountable to the Council for the
effective management of all its resources and will report to them as and when required. The Clerk will be the Responsible
Financial Dfficer and responsible for all financial records of the Council and the careful administration of its finances.

Specific Responsibilities

met.

To ensure that statutory and other provisions governing or affecting the running of the Council are observed.

To monitor and balance the Council's accounts and prepare records for audit purposes and VAT and provide details on
the up to date position at each meeting

To ensure that the Council's obligations to insure are properly met.
To prepare agendas for meetings of the Council, to attend such meetings and prepare minutes for approval.

To attend all meetings of the Council and meetings of any committees and sub-committees other than where such duties
have been delegated to another person.

Toreceive correspondence and documents on behalf of the Council and to deal with the correspondence or documents or
bring such items to the attention of the Council. To issue correspondence as a result of instructions of, or the known
policy of the Council

To receive and report on invoices for goods and services to be paid for by the Council and to ensure such accounts are

To study reports and other data on activities of the Council and on matters bearing on those activities. Where
appropriate, to discuss such matters with administrators and specialists in particular fields and to produce reports for
circulation and discussion by the Council. |

To monitar the implemented policies of the Council to ensure they are achieving the desired result and where appropriate
suggest madifications.

To act as the representative of the Council as required.

To issue notices and prepare agendas and minutes for the Parish Meeting: to attend the assemblies of the Parish Meeting
and to implement the decisions made at the assemblies that are agreed by the Council

To attend training courses or seminars on the work and role of the Clerk as required by the Council.

To attend the Conference of the Association of Local Councils, Society of Local Council Clerks, and other relevant bodies,
as a representative of the Council as required.





 


UPPER BROUGHTON


PARISH COUNCIL

                                                  Serving a Conservation Village
Upper Broughton Parish Council, 1, Main Street, Redmile, Nottingham NG13 0GA

Tel. 01949 843577                  Email:parish.clerk@freeuk.com        Clerk: Ken Brockway

Upper Broughton

Parish Council seek a

Parish Clerk

· To administer the parish council including, calling meetings, writing minutes, maintaining financial records and ensuring all legal requirements are complied with.
· Attend some day and evening meetings

· Confident in a range of computer functions
· Communicate in writing and verbally with electors, officials and elected representatives
· The clerk is paid on the nationally agreed pay scale £8.34 - £11.93/hour for 192 hours/year. Up to 498 hours/year from 3 posts available.
· The post holder will work from home except when attending meetings.

· Previous experience in this or a similar position will be an advantage but is not essential.

For more information contact Upper Broughton Parish Council 1 Main Street Redmile Nottingham NG13 0GA or email parish.clerk@freeuk.com

--------------------------------------------------------------

Upper Broughton serves the single village of Upper Broughton. The parish boundary to the south forms the boundary with Melton Borough Council and Leicestershire.
The population of the parish is 260

There are 7 Parish Councillors.

Scheduled meetings are currently held on the second Wednesday of January, March, May, June, September & December. This timetable could be changed.
The precept in 2009-10 was £9,631.00. The Council has a loan from the Public Works Loan Board.

The council has responsibility for among other things
· Ownership but not day to day management of the Village Hall & adjoining Rose Cottage

· Childrens’ play area Top Green
Notes to applicants.

Applications should be made by letter to:-

Upper Broughton Parish Council

1 Main Street Redmile Nottingham NG13 0GA

or email parish.clerk@freeuk.com

To arrive by noon on Friday 5th March.

Interviews to take place week commencing Monday 22nd March

Appointment from Monday 19th April present clerk leaves Friday 30th April

The Job Description is supplied on a separate sheet.

The current clerk serves three councils, Barkestone, Plungar & Redmile, Denton & Upper Broughton. These councils have agreed the joint purchase of computer equipment which the current clerk has use of. To continue this arrangement the three councils have some interest in retaining a joint clerk although this is not essential. You should indicate which post or posts you are applying for. You should ensure that you have the job description for each council as each council while considering the appointment jointly will make their own appointment i.e. you will have a contract of employment with each separate council.

It you apply for only one or two of the posts you should indicate in your application how you would expect to be supplied with an office computer with broadband Internet connection. Councils also have use of a lap top and digital projector, again jointly owned, which we expect will become essential to consider planning applications some of which are only supplied to council in electronic format.

The successful applicant will be expected to attend appropriate training courses.
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