
JDa 11 - TOWN CLERK 

 

Overall responsibilities 

 

The Town Clerk 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 Clerk will be responsible for ensuring that the instructions of the Council 

in connection with its function as a Local Authority are carried out.  The Clerk is expected to advise the 

Council on, and assist in the formation of, overall policies to be followed in respect of the Council's 

activities and in particular to produce all the information required for making effective decisions and to 

implement constructively all decisions.  The person appointed will be accountable to the Council for the 

effective management of all its resources and will report to them as and when required.  The Clerk will 

be ultimately responsible for all the financial records of the Council, the careful administration of its 

finances, and compliance with the Internal and External Audit requirements and Risk Assessments. 

 

Specific Responsibilities 

 

1. To ensure that legal, statutory and other provisions governing or affecting the running of the 

Council are observed. 

 

2. To have overall responsibility for the Council's accounts, payment of invoices, preparation for 

audit, production of the Annual Return and compliance with the Internal and External Audit 

processes and agreed plans. etc. 

 

3. To ensure that the Council's obligations to Health & Safety, carrying out Risk Assessments and 

insuring against risks, are properly met. 

 

4. To prepare, in consultation with appropriate members, agendas and background reports for 

meetings of the Council and its committees; to attend such meetings and prepare minutes for 

approval. 

 

 5. To deal with correspondence and documents or bring such items to the attention of the Council. 

To issue communications as a result of the instructions, or the known policy, of the Council. 

 

 6. To administer the Council's functions and property in accordance with agreed policy. 

 

 7. To draw up both on his/her own initiative and/or as a result of suggestions by councillors 

proposals for consideration by the Council, and to advise on the practicability and likely effects 

of specific courses of action. 

 

 8. To manage and supervise the staff team in keeping with the policies of the Council and to 

undertake all necessary personnel activities, such as salaries, conditions of employment, and 

work of other staff. 

 

 9. To be able to get out on site, often unaccompanied and at no notice, around the parish to deal 

with issues which may arise on any Council-owned site, or indeed other issues elsewhere.  

 

 10. To monitor the implemented policies of the Council to ensure they are achieving the desired 

result and where appropriate suggest modifications. 

 

11. To act as a representative of the Council as required. 

 

12. To issue notices and prepare agendas and minutes for the Annual Town Meeting. 

 



13. To prepare, in consultation with the Chairman where appropriate, press releases about the 

activities, decisions or matters affecting either the Council or community issues and to deal with 

other publicity media such as local radio etc. 

 

14. To attend training courses on the work and role of the Clerk as required by the Council, and 

undertake continued professional self development. 

 

15. To attend the meetings and conferences of the Association of Local Councils, Society of Local 

Council Clerks, and other relevant bodies, as a representative of the Council if required. 

 

 

 

 

JD 11 - TOWN CLERK 

 

Person specification 

 

The appointed person will need to: 

 

 be keen to be part of a small team dedicated to serving the local community in an open and 

constructive way, 

 be a flexible team-worker, with staff and councillors, and other potential partners, 

 have an enquiring mind, capable of looking at systems, issues and projects and making 

appropriate assessments and clear recommendations, in accordance with Council policy, 

 have a polite, patient and discreet manner with members of the public, 

 be prepared to take decisions and to delegate and to communicate clearly to those who need to 

know, 

 be conversant with office software generally (typically Word, Excel, Powerpoint and ideally Sage 

 Payroll); ideally to be able to understand the fundamentals of networking, basic hardware issues 

etc, 

 be numerate and unafraid of accounting systems  

 be prepared to undertake continued professional development, particularly in areas suggested by 

Council. 
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