KINNERLEY PARISH COUNCIL
APPOINTMENT OF CLERK/
RESPONSIBLE FINANCIAL OFFICER

A vacancy has occurred for a Clerk/Responsible Financial Officer to commence as
soon as possible after the start of November 2026.

The salary is based on 12 hours per week and will be calculated according to the
NALC/National Joint Council rates dependent upon qualifications and/or experience
but will be within the LC2 SCP 18-23 range, with mileage reclaimable at 0.55p per
mile.

You will be working mainly from home, although attendance is required at the Parish
Council Meetings held in the evening monthly on the fourth Monday at Kinnerley or
Maesbrook Village Halls, and at other ad hoc Working Group and special meetings
arranged as necessary throughout the year.

For this varied position candidates must be computer literate, have good internet
access, should have previous experience working as a Parish Clerk and ideally hold
the Certificate in Local Council Administration (CiLCA) or have knowledge of Local
Government services. Candidates should be prepared to continue professional
development training throughout their period of employment.

As Clerk you will be responsible for preparation of agendas, taking of minutes, dealing
with correspondence including emails, liaising with contractors and local government
officials, management of accounts to include keeping of cash book, bank
reconciliations, preparation of budgets, VAT returns, PAYE, organising audits etc.,
and administration of the Parish Council website. You will have responsibility for
ensuring correct procedures are followed and for advising the Parish Council to ensure
that it acts within its powers. The ability to communicate well at all levels is essential.

For further information or an application form please contact the
Parish Clerk, lan Cruise-Taylor, by e-mail at
clerk@kinnerleyparishcouncil.gov.uk

Closing date for Applications: 27t October 2026
Starting date: As soon as possible from November onwards.



