To consider the future of the Parish Clerk
Background

The post is that of Parish Clerk/Responsible Finance Officer and currently the existing post-holder is contracted for 3 hours per week at a rate of £9.80 per hour (which was NJC Scale 4 Point 21 £19,126 pro rata).
The existing post-holder wishes to step down preferably at the end of the financial year but could stay until the Parish Council has successfully filled the position.

Recruitment

NJC Salary Scales (National Joint Council for Local Government Services) have two particularly relevant pay scales within which a number of Clerks are paid:
Scale 4 runs from point 18 £17,161 to point 21 £19,126

Scale 5 runs from point 22 £19,621 to point 25 £21,519

As an example:

Swaffham Town Council are currently recruiting for an Assistant Town Clerk at SCP 19 £17,802 to SCP 24 £20,858 – 37 hours per week.  Starting salary depending on qualifications and experience.

Kirby Cane and Ellingham Parish Council are recruiting for a Parish Clerk/Responsible Finance Officer for 8 hours per week, 10 meetings per year at SCP 25 (£21,519 pro rata).

Decisions for the Parish Council
1. How many hours of support would the Parish Council prefer?

2. How many meetings per year would the Parish Council like to hold?

3. Will the Parish Council support an advertisement for a replacement based on the above scales?

4. Does the draft advertisement suffice and does the Parish Council want this to be advertised via the:  Parish Website; Norfolk Association of Local Councils; any other means?

Jackie Orford

Parish Clerk
Weston Longville Parish Council

Post of Clerk and Responsible Financial Officer

Weston Longville is a small, rural parish.  We wish to appoint a Clerk and Responsible Financial Officer from 1st April 2013 or as soon as possible thereafter.  It is a part-time post of approximately 3-4 hours per week to cover general administration and Parish Council duties including attendance at 4-5 meetings per year (usually held on the second Monday of the relevant month).

We are seeking someone who is computer literate and who already has access to a PC/the internet.  The Clerk is expected to prepare agendas, take minutes, receive and generate correspondence, liaise with various organisations at all levels and run the Parish Council website http://weston-longville.norfolkparishes.gov.uk/ (for which full training can be provided).  The role of the Responsible Financial Officer involves managing the Council’s finances and accounts including end of year and annual returns and operating PAYE via the HMRC website (training is similarly available).  

The salary, which is reviewed annually, will be based on the part-time rates agreed by the Norfolk Association of Local Councils and will be between £17,161 and £21,519 pro rata depending on experience plus expenses.  

The post might suit someone who is already working in the role but wishes to expand their portfolio.  Alternatively the post would suit someone who is keen to learn but has sound administrative skills.    

If you would like to discuss the post please contact:  Peter Ross, Chairman, Weston Longville Parish Council (01603 880142) or email pjross40@hotmail.com
If you wish to apply for the post please send a CV and letter of application to:  Jackie Orford, 41 Cameron Green, Taverham, NORWICH, NR8 6UA Tel:  01603 861445; Email aorford@btinternet.com.  The closing date is Friday 15th March 2013
