BEIGHTON PARISH COUNICL – VACANCY
Job Title:	Parish Clerk & Responsible Financial Officer
Hours:		4 hours per week at £13.50 per hour.
Pension:	Norfolk Pension Fund 

The position of Parish Clerk & Responsible Financial Officer at Beighton Parish Council has become available and they are looking to recruit a new Clerk to take on this role from the beginning of September.   The role is very flexible and you can work the hours around an existing job or around childcare if applicable.   You would need to be available for 6 meetings a year, in the evenings of the second Tuesday of September, November, January, March, May and July.  
As well as supporting the Parish Council, the Council acts as Trustees for the Beighton and Moulton Poors Allotments Charity which has one meeting per year and for whom you would also act as administrator. 
You will be responsible for administrating all aspects of the running of the Parish Council and as Responsible Financial Officer you will be responsible for keeping the accounts up to date and for preparing the annual audits. 
The main duties of the role include:
· Organising meetings: 
· Preparation of Agendas
· Minute taking at meetings
· Typing up of and Distribution of Minutes
· Dealing with all incoming communications (email / post) and responding as appropriate.
· Liasing with County and District Councils (eg Planning Applications / Highways issues etc)
· Manage the Council’s finances and record keeping and responsibility for on time payments (eg Insurance / Subscriptions / HMRC / Norfolk Pensions Fund)
· Ensure the Facebook Page and Website are kept up to date.
About You:
· A working knowledge of Microsoft Office (Word / Excel / Outlook)
· Good written and verbal communication skills
· Ability to manage your own workload and to work independently
· Previous administrative experience and transferrable skills 
To support you with this role, you will be provided with a laptop and printer.  The costs of paper, printing ink and stamps will be reimbursed.  You are also able to claim a mileage allowance for Parish Council related business (currently 55p per mile). 
If you are interested in in applying for this role or would like to request a full job description, please contact Jessica at beightonpc@outlook.com 
Please send a copy of your C.V. along with a covering letter to beightonpc@outlook.com  by Tuesday 30th June.  Interviews will be held in July with the position taking effect from 1st September.
We look forward to hearing from you!
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