STOCKTON PARISH COUNCIL
VACANCY: Clerk / Responsible Finance Officer (part time)
Start Date: Beginning of January2027
Hours: 4 hours per week (flexible working)
Location: Primarily homebased (for which an allowance will be paid)
Salary: LC1 SCP 7–8 (£26,403–£26,824 pro rata) according to NJC rates, dependent on experience and qualifications
About the Role
Stockton Parish Council is seeking a motivated and well organised Clerk / Responsible Finance Officer to support the effective running of the Council. This is a varied and rewarding position at the heart of the local community.
Applicants must be computer literate with access to the internet. Previous experience as a Parish Clerk or knowledge of local government processes is required
The successful candidate should be willing to undertake ongoing professional development and study towards the Certificate in Local Council Administration (CiLCA) if not already held.
Key Responsibilities
1. Preparing meeting agendas and taking accurate minutes
1. Managing correspondence
· Liaising with social partners, volunteers, contractors, residents, and local government officers
· Maintaining financial records and managing the Council’s finances.
· Organising internal and external audits
· Administering and updating the Parish Council website
· Assisting with the Parish quarterly newsletter
· Ensuring all Council procedures comply with statutory requirements
· Providing professional advice to ensure the Council acts within its legal powers
The Clerk must be able to communicate confidently at all levels and work independently with professionalism and discretion.
Council Meetings
Attendance is required at Parish Council meetings held at Norton Village Hall (TF11 9ED) on the first Wednesday every two months starting in January 2027.

How to Apply
Detailed job & person descriptions are included in the application pack. To apply please request an application pack and send the application form and covering letter to the Chair or Clerk. Contact emails: gavin.hamilton@stockton-pc.gov.uk or clerk@stockton-pc.gov.uk.  DEADLINE for application is 28th June 2026
