Shillingstone Parish Council

Parish Clerk and Responsible Financial Officer

Job Description (May 2026)

This is an excellent job for someone who wishes to work part-time and from home. It allows for great flexibility. Apart from attending the monthly parish council meeting you can pretty much work whenever suits you.  Meetings are usually on the first Thursday of each month at 7.00 pm, excluding August (no meeting). The Clerk is entitled to a tax-free home office allowance of £15 per month. All other expenses – mileage, stationery, office supplies etc are reimbursable.

If you want to talk through the role in more detail feel free to give me a call –. David Green 07542 928169 clerk@shillingstone-pc.gov.uk 

The key responsibilities are as listed below. 

The Clerk to the Council shall:

· Issue and distribute to all Parish Councillors an Agenda for all formal meetings of Shillingstone Parish Council.  He/she will attend all such meetings and prepare the Minutes thereof.

· Be the Proper Officer of the Council and the Responsible Financial Officer, undertaking all the tasks usually associated with these roles.

· Dispatch promptly all notices, letters and other documents as the business of the Council shall require.

· Attend all meetings and conferences as may be necessary for the proper discharge of the duties of the clerk or as the Council shall reasonably require. (Training and networking support is provided by the Dorset Association of Parish and Town Councils and the local branch of the Society of Town and Parish Clerks)

· Keep safely and conveniently in secure but accessible custody all deeds, plans, records, letters, writings and other documents of or concerning the Council or its staff. (Nowadays the vast majority of records etc are computer based)

· Be responsible for all financial accounting and control of the Council’s monetary assets, invoicing, payment of bills, financial records, financial procedures, budgeting, VAT and related matters such as insurance, as well as the preparation of the accounts for audit. (We have a simple finance package Rialtas specifically designed for parish councils. It is not complicated and the supplying software company offer a support service for queries etc)



· Ensure the council’s physical assets are maintained in good order and undertake all necessary risk assessment of the council’s physical assets as well as the annual overall risk assessment of all aspects of the council’s work.

· Deal with all items of correspondence, advising councillors of the details where appropriate.

· Ensure all planning matters are referred to councillors to allow for timely comments to be submitted on applications etc

· Control the parish council’s web site and other social media and communication channels 

· Liaise as necessary with officers and councillors of Dorset Council and other agencies such as the Police.

· Seek to obtain an appropriate professional qualification ,eg Certificate in Local Council Administration, within two years of starting the role. The Parish council will provide access to training and appropriate support

· If any statute, regulation or order confers any functions, or imposes any duties upon a Proper Officer of the Council, the Clerk to the Council shall be the Proper Officer for these purposes.







