BERRINGTON PARISH COUNCIL 
JOB DESCRIPTION 
CLERK AND RESPONSIBLE FINANCIAL OFFICER TO THE COUNCIL
Overall Responsibilities
· The Clerk to the Council is the Proper Officer of the Council and as such is under a statutory duty to carry out all the associated functions of that office.
· The Clerk is responsible for ensuring that the instructions of the Council in connection with its function as a local authority are carried out.
· The Clerk will advise the Council on , and assist in the formation of overall policies to be followed in respect of its activities and in particular to produce the  information required for making effective decisions and to implement constructively all decisions.
· The Clerk is the Responsible Finance Officer for all financial records of the Council and the careful administration of its finances.
Specific Responsibilities
1. To ensure that statutory and other provisions governing or affecting the running of the Council are up to date, observed and reviewed on an annual /regular basis. To draft Standing Orders for the conduct of Parish Council business

2. To monitor and balance the Councils accounts; prepare monthly budget monitoring reports; effectively manage all grants , loans, trustee and savings accounts; regularly reclaim VAT from and pay any National Insurance or other payments to HMRC. To prepare all records and documents  for internal and external audit purposes and submit annual accounts for approval.


3. To ensure that the Councils obligations for risk assessment, insurance and assets are properly met and annually reviewed.

4. To prepare in consultation with appropriate members , agendas for meetings of all the Council (and if required, committees and sub committees). To arrange and attend meetings of the Council and prepare minutes for approval. To ensure statutory publication of Council business via notice board and website.


5. To receive correspondence  and documents on behalf of the Council and either deal with routine correspondence /documents or to bring as necessary such items to the attention of the Council . To issue correspondence based on instructions , or the known policy of the Council including lodging all representations made by the Council as statutory consultees on planning applications within the time frame given by the Local Planning Authority.
6. To receive and report on any invoices for goods and services to be paid for by the Council and to ensure approval and payment of such accounts. Occasionally, where the Council provides a service or sells an asset, to issue invoices and ensure payment is received.

7. To study reports and other data that arise from 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.


8. To draw up both on his/her own initiative and as a result of suggestions by Councillors , proposals for consideration by the Council and to advise on practicality and likely effects of specific courses of action.

9. To draw the Councils attention to the extent to which its implemented policies are achieving the desired results. To make Council aware of any shortcomings and, where appropriate , suggest modifications.


10. To act as a representative of the Council as required.

11. To issue notices and prepare agendas and minutes for the Annual 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.


12. To Prepare, in consultation with the Chair, communications (which could include press releases) about the activities or decisions of the Council.

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

14. To continue to acquire the necessary professional knowledge required for the efficient management of the affairs of the Council.

15. To ensure that all Declarations of Councillors Interests, Acceptances of Office ,and The Code of Conduct are available to and completed by Councillors and to initiate and/or where appropriate arrange /facilitate the filling of any Councillor vacancies on the Council.


16. To arrange and participate in the annual Internal Audit in accordance with the “Governance and Accountability Guide for Smaller Authorities in England “latest edition.

17. To prepare the Annual Governance and Accountability Return (AGAR) in accordance with the instructions of the Government appointed External Auditor and to arrange publication of the AGAR and associated documents inline with statutory requirements.


18. To be conversant with the National and local developments that may be of interest to, or have an impact on, the work of the Council , and to ensure Council members are made aware.

Additional Responsibilities

· To prepare , send out invoices to all advertisers with in the local newsletter; to follow up non-payments and report back to the Council

· To maintain the Financial Records of the Community Centre Management Committee; to check that all booking payments are received; prepare regular financial updates for the committee; ensure that all invoices are correct and paid.

· To prepare agenda for the Community Centre Management Committee; attend the Meetings if the said committee; prepare minutes from the meetings of the committee.

· To ensure that  all electrical items are safe and tested annually.


