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	Job Title 

	Town Clerk & Responsible Financial Officer (R.F.O.)

	Responsible to 

	Great Torrington Town Council

	Date
	June 2022

	Workplace
	Council Offices, Great Torrington

	Hours
	28 hours per week (Tuesday, Wednesday and Thursday and evening work and very occasional weekend activity)


	Overall Responsibilities

	The Town Clerk and the R.F.O. will be the Proper Officer of the Council and as such is under a statutory duty to carry out all the functions, and in particular to serve or issue all the notifications required by law of a local authority's Proper Officer. 
The Town Clerk will be totally responsible for ensuring that the instructions of the Council in connection with its function as a Local Authority are carried out. 
The Town Clerk is expected to advise the Council on, and assist in the formation of, overall policies to be followed in respect of the Authority's activities and in particular to produce all the information required for making effective decisions and to implement constructively all decisions. 
The Town Clerk will be accountable to the Council for the effective management of all its resources and will report to them as and when required. 
The Town Clerk is expected to be fully involved in the Strategic Planning Process of the Council.

The R.F.O. is expected to be fully involved and responsible for all financial records of the Council and the careful administration of its finances.



	Responsible For

	· Assistant Town Clerk
· Accountant

· Administration Officer

· Technical Assistants

· Ceremonial staff

· External Financial Controller

· Volunteers



	 Main duties and responsibilities

	· To ensure that statutory and other provisions governing or affecting the running of the Council are observed including those of the Clerk and the Proper Officer.

· As the Council’s R.F.O. be responsible for the preparation of budgets, the balancing and conciliation of the Councils accounts and preparation of records for audit purposes and VAT, the receiving and reporting on invoices for goods and services to be paid for by the Council and ensuring such accounts are met, issuing invoices on behalf of the Council for goods and services to ensure payment is received. To prepare financial reports fin accordance with the Council and Committees requirements.  All R.F.O responsibilities to be undertaken in accordance with the relevant legislation.
· To ensure that the Council’s obligations for Risk Assessment are properly met and to act as the Council’s Health and Safety Officer.

· To prepare, in consultation with appropriate members’ agendas for meetings of the Council, its Committees, Working Groups.  To attend meetings and prepare minutes for approval, other than where such duties have been delegated to another officer.

· To attend all meetings of the Council and all meetings of its Committees and Working Groups, other than where such duties have been delegated to another Officer.

· To advise the Council on, and actively assist in, the formulation of policies and procedures and to analyse and produce all the information required in respect of matters of interest to the Town Council and/or developments affecting the local community so as to enable elected members to make effective decisions.

· To receive correspondence and documents on behalf of the Council and to deal with the correspondence or documents or bring such items to the attention of the Council. To issue correspondence as a result of instructions of, or the known policy of the Council.
· To receive and report on invoices for goods and services to be paid for by the Council and to ensure such accounts are met. To issue invoices on behalf of the Council for goods and services and to ensure payment is received.
· To supervise any other members of staff, role holders and volunteers (unless duties are delegated) as their line manager in keeping with the policies of the Council and to undertake all necessary activities in connection with the management of salaries, conditions of employment and work of other staff. To ensure staff appraisals are carried out and contracts and job descriptions are updated as required.
· To monitor and review annually the implemented policies of the Council to ensure they are achieving the desired result and where appropriate suggest modifications.
· To issue notices and prepare agendas and minutes for the Annual Parish Meeting: to attend the assemblies of the Annual Parish Meeting and to implement the decisions made at the assemblies that are agreed by the Council.
· To prepare, in consultation with the Chairman, press releases about the activities of, or decisions of, the Council.
· To study reports and other data on 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.
· 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 practicability and likely effects of specific courses of action.
· To develop, construct and organise an annual calendar of events and exhibitions on behalf of the Council.

· To attend training courses or seminars on the work and role of the Clerk/R.F.O. as required by the Council.

· To manage the projects undertaken by the Town Council whilst ensuring all aspects of legal compliancy and best value.

· To oversee the organisation and the conduct of civic ceremonies and services.
· To Act as the Data Protection Officer and ensure GDPR compliance in every aspect.
· To act as the representative of the Council as required, liaising and building effective relationships with the public, other organisations and the press as appropriate.

Other duties
· To work within Health & Safety guidelines in accordance with the Health & Safety at Work etc.
· To work flexible hours to meet the need of the service undertaking work at weekends and outside normal office hours as required.
· To support the Council’s commitment to equality and diversity at all times.
· To undertake all training and development initiatives as required
· The post holder may be required to perform work not specifically referred to above. Such duties, however, should not normally exceed those expected of an employee at this grade. 


	Person specification
Methods of Assessment: 
Application (A)    
Interview (I)   







	

	Education, Qualification and Training
	Method of Assessment

	Essential
Education to a good level of English and Maths 
Desirable

Management/Team leading qualification

CiLCA


	A

A

A

	Knowledge
	

	Essential

Good understanding of administrative processes and systems necessary to fulfil legal requirement

Accounting procedures

Desirable

Local government sector work


	A & I

A & I
A

	Experience
	

	Essential
Staff supervision/managing a team

Managing a budget/expenditure

Knowledge of employment law and its practical application in the workplace
Producing reports and management information to include complex financial information 

Dealing with the general public

Community Engagement
	A & I

A & I

A & I

A & I

A & I

A & I

	
	


	Skills 
	Method of Assessment

	Essential

Ability to manage own workload 

Competent in the use of Microsoft Office package

Ability to prioritise workload, work to deadlines and under pressure

Creativity and innovation, exercised regularly within general guidelines
Demonstrate integrity at all times

Create solutions, policies and strategies to address issues

Strong leadership skills

Excellent verbal, written communication and interpersonal skills with the ability to engage at all levels

Ability to build effective relationships with key stakeholders
Ability to build effective relationships with community

Ability to interpret legislation and communicate key aspects 


	A & I

A & I

A & I

A & I

A & I

A & I

A & I

A & I

A & I

A & I 

A & I


	Other job-related requirements
	

	Ability to attend evening and weekend meetings (as required)

Required to exercise discretion and judgement in a range of areas which lead to the setting of work standards and/or decisions leading to changes in important procedures or service practice.

	A & I
A & I



This job description is a reflection of the present position and is subject to review and alteration in detail and emphasis in the light of future changes or developments.
Job Profile









