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Parish Clerk & Responsible Financial Officer
The Parish Council are looking for a highly organised and community-focused individual to join our Parish Council team. Full training will be on offer for the successful applicant.
[bookmark: _GoBack]🕒 Part-time: 10 hours per month this must include 6 evening meetings per year
💷 Salary: SLCC scale point 7 £13.69 per hour  (depending on experience) pay award pending

About the Role
The Parish Clerk is responsible for the day-to-day organisation and management of the Council’s statutory duties, ensuring compliance with all relevant policies, procedures, and legal requirements. 

Key Responsibilities
· Be the named Responsible Financial Officer (RFO), maintaining accurate financial records, managing budgets and precepts, and ensuring the Council meets all regulatory and audit requirements.
· Manage council administration prepare agendas, minutes and reports meetings
· Liaise with councillors, external organisations, stakeholders and the community
· Ensure transparency and good governance at all times
About You
· Highly organised with excellent administrative skills
· Enthusiastic, positive outlook, flexible and community-focused
· Confident in managing finances and budgets
· A strong communicator with good interpersonal skills
· Proficient in IT and office systems
· Experience in local government or a similar environment is desirable.
· Hold or willing to work toward achieving CiLCA (Certificate in Local Council Administration) qualification. 
· Full training and support will be provided for the successful candidate.
Additional Information
The Council offers excellent terms and conditions of employment, including training and development opportunities.
For details or to apply please contact Jackie Goulden on 07460 375630 or email cllr.goulden@laxtonpc.org.uk for full details and an application form.
Apply now and make a difference in your community! Closing Date: 3 July 2026
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