ROYDON (Nr. DISS) PARISH COUNCIL
Parish Clerk & Responsible Finance Officer
 Roydon Parish Council is seeking a new Parish Clerk and Responsible Finance Officer.
The position is home based and for an average of EIGHT hours per week. Working hours will be flexible, except for Council meetings, which are usually held during the evening of the last Tuesday in every month apart from August and December.
We are looking for an enthusiastic and self-motivated person with good interpersonal, verbal, written and IT skills, ideally with some experience in a similar role. The Council will supply the successful candidate with suitable IT equipment.
The main tasks will include:
· organising, publicising and attending Parish Council Meetings, including the Annual Parish meeting;
· preparation and publication of agendas and minutes of meetings;
· liaison with district and county councillors, other organisations, official bodies and the public - face-to-face and by email, phone and post;
· managing Parish Council finances, including budget summaries, bank reconciliations and preparation of accounts for audit;
· advising the Council on policy matters;
· keeping Councillors informed of correspondence received between meetings;
· maintaining and updating the Council's website;
· attending relevant training, keeping up to date with changes in relevant regulations and legislation, and advising the Parish Councillors of such changes
[bookmark: _GoBack]Initially we are inviting anyone who might be interested in this post to contact the Chair, Paul Curson, at pjcurson@hotmail.co.uk  for further information, including a job description. The closing date for applications, by letter and CV, will be 5.00pm on Friday 10th November, 2018.

