	


APPLICATION PACK – Role - Assistant Parish Clerk 
Starting Salary SCP 10-14: £27,694 - £29,540
Pro-rata – 8 hours per week plus contributory pension scheme 

We are seeking an enthusiastic, highly motivated individual to support the Parish Clerk. You must be flexible and able to adapt to ever changing demands. The job is varied with no two days being the same.  
The successful applicant will have good communication, administrative and literacy skills as well as a good IT skill set, as they will be interacting with the public, Councillors, and other organisations in both verbal and written formats. The assistant clerk needs to be organised,  flexible and able to show initiative.  
The main duties include supporting the day to day activities of the Parish Council. Specific areas of responsibility will include meeting administration,  managing the marketing and communications for the Parish Council including production of the Parish newsletter, website, and social media and provide general administrative support to the Council. 
Ideally you should possess good communication skills, some project management and financial experience and the ability to take and prepare minutes of meetings. 
Training will be provided to the post-holder, with opportunities for continuing their professional development. 
The position will be home based however some visits around the village will be required.
The Job Description and application form are available on the website www.branthamparishcouncil.gov.uk  Applications are invited by completing the application form  with a covering letter  detailing your reasons for applying for the position and what you could offer the Council. These  should be sent to the Parish Clerk at clerk@branthamparishcouncil.gov.uk  
Prospective candidates are welcome to discuss the post or seek additional information by emailing the Clerk at clerk@branthamaprishcouncil.gov.uk and requesting a call back. 
The closing date for receipt of applications is 5pm on Friday 20 March 2026.  
The Council reserves the right to close this vacancy early if we receive a high volume of suitable applications, so early submission is encouraged.

Introduction
Thank you for responding to the Council’s advertisement for this vacancy. 
Becoming an Assistant Clerk provides the opportunity to fulfil some of the most rewarding jobs in a local community. A competent staffing team is an essential element of a successful Parish Council.
Parish Councils are one part of the local government structure, and work alongside the local District Council and County Council to deliver a range of services to residents, businesses and visitors to the local area. Parish Councils are often viewed as the tier of government closest to the people.
The role of Assistant Clerk is to ensure that the Council meets its statutory duties and conducts its business properly. The Assistant Clerk supports the Parish Clerk who provides independent, objective and professional advice and support to Councillors to enable them to make informed decisions which affect the local community.
We hope you will find this Recruitment Information Pack of assistance in deciding whether to apply.
The information is arranged as follows:
· Job description
· Person specification
· The recruitment process
· The application form (CVs alone will not be accepted as a valid application)

This Recruitment Information Pack will not form part of any subsequent contract of employment. Further information about the Council can be found at www.branthamparishcouncil.gov.uk
If, due to a disability or impairment, you would like us to make any special arrangements concerning the completion of the application form or for attendance at an interview, please let us know.
Closing date for receipt of applications is 5pm on Friday 20 March 2026. No application received after this time will be considered.
If you wish to find out more about the role and have an informal discussion prior to submitting your application, please contact Sarah Keys (Parish Clerk) on 01206 645111.


Assistant Clerk Job Description
Hours: 8 hours per week (with the possibility of some overtime), worked flexibly with evening meetings and very occasional weekend work. Work pattern to  be determined with the Clerk.
Location: Home-based.  Attendance at some meetings and other visits around Brantham are required. A laptop will be provided.
Salary Scale: SCP 10-14: £27,694 - £29,540, depending on experience (per annum, pro rata)
Responsible to: Parish Clerk 
Brief summary:
Principal responsibility for the post holder will be carrying out aspects of administrative work for the Council and management of Brantham Village Hall. The post holder must be prepared to work occasional evening and weekends. Full training to be provided by the Council. It is expected that, after induction and training, the post-holder will work independently,   requiring minimal supervision.

Specific Responsibilities:
1. To carry out such Parish Council duties as the Clerk shall delegate to further the Council’s business, assisting him/her in:
· Preparation and circulation of agendas and minutes including the supporting documents required.
· Attendance at Council meetings and other meetings as and if required.
· Following up actions from meetings in a timely manner.
· Ensuring all the Council’s obligations around risk assessment and statutory requirements are met.
· Correspondence and general administration.
· To be the secondary point of contact for telephone and email enquiries and to deal with enquiries and complaints in a timely manner.
· Maintaining the council’s financial systems including initiating required payments, obtaining quotes and tenders for the delivery of Council services and keeping the accounting systems up to date.
· Representing the Council at outside meetings and functions if requested.
· Maintaining the Council’s website and social media.
· Preparation and publication of notices and the management of notice boards.
· Managing the Council’s contractors.
· Maintaining the Council’s assets.
· Research on behalf of the Council and supporting Councillors to fulfil agreed projects.
· Preparing of reports for the Council.
· Event administration.
· Any other tasks which are commensurate with the grade and appropriate to the role.
2. To stand in for the Clerk in his/her absence taking on the temporary role of Proper Officer and/or RFO and, during such periods, to report directly to the Council.
	  ASSISTANT CLERK – PERSON SPECIFICATION

	Criteria
	Essential
	Desirable

	Personal Qualities
	· Strong interpersonal and communication skills.
· Methodical and thorough approach to completing tasks.
· Ability to be flexible in meeting changing priorities.
· Ability to work on own initiative with minimal supervision once trained.
· Ability to work as part of a team when required.
· Ability to work in a professional manner with a wide range of people within the Council and from the community.
· Excellent time management.
	· Strong problem-solving ability.
· Confidence in dealing with unexpected and difficult situations and people.

	Education
	· Good general education 
· A willingness to take sector specific qualifications up to and including the Certificate in L ocal Council Administration (all training fees funded by the Council). 
	· Certificate in Local Council Administration.

	Experience
	
	· Knowledge of local government administration.
· Knowledge of Health and Safety requirements.
· Knowledge of Brantham and the locality

	Skills and Knowledge
	· Strong IT skills
· Experience with Social Media
· High level of administration skills
· Good standard of written communication
	· Experience of using Microsoft Office 365 and Zoom
· Accounting skills and use of excel
· Experience of agendas and minute taking

	Other
	· Ability to have flexible working hours to suit the Council business (and the job holder)
	




Selection process
The recruitment process will include:
· Shortlisting, based on the information submitted in the application form
· Assessment against the person specification, and
· Selection interviews, with a panel of interviewers consisting of Councillors of Brantham Parish Council

You should complete the enclosed Application Form in full and not disregard any section.
CVs are not acceptable as an alternative to completing the Application Form but may be attached along with any supplementary information or documents in support of your application.
When submitting your application, you should address the requirements of the Job Description and Person Specification for the post and ensure that your relevant key experiences, knowledge, skills and personal style are clearly described to give you the best opportunity in the short-listing process.
You will be required to show documentary proof of any qualifications you may claim to hold.
If you are shortlisted, references will normally be applied for in advance of the interview unless you indicate in the application form that you do not give the Council permission to do so. If appropriate, the authenticity of references may be checked by direct confidential contact if you are being offered the appointment.
In accordance with their legal obligations the Council will require you to provide proof that you are legally able to work in the UK before commencing employment.
Canvassing
Canvassing, either directly or indirectly, will disqualify you from appointment. Sending copies of, or extracts from, your completed application form, CV or testimonials to any Councillor will be regarded as canvassing.
Equal Opportunities
The Parish Council wholeheartedly supports the principle of equal opportunities in employment and opposes all forms of unlawful and/or unfair discrimination including on the grounds of any protected characteristic in accordance with the Equality Act 2010. We will appoint purely on merit and suitability for the vacancy on offer.
Further information
We hope that the information contained in this Recruitment Information Pack is helpful and sufficiently thorough to enable you to submit your application, which we look forward to receiving.
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Further information can be found at www.branthamparishcouncil.gov.uk or by contacting Sarah Keys on 01206 645111.
	APPLICATION FORM


Please return your completed application form to clerk@branthamparishcouncil.gov.uk or to Sarah Keys, Parish Clerk, Thornfield Cottage, Windmill Road, Bradfield, CO11 2QW.

Closing date for applications is 5pm on Friday 20 March 2026
	PERSONAL DETAILS

	Name
	


	Address
	



	Telephone
	
	Email
	




	EDUCATION AND QUALIFICATIONS
Please give details of all educational qualifications obtained and those currently being pursued

	Name of institution or body
	Dates attended
	Subjects studied/Qualifications
	Grades achieved

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	TRAINING
Including trade/professional training, governments training schemes, apprenticeships, short courses etc.

	Course Title
	Organisation
	Dates

	








	
	




















	PRESENT OR MOST RECENT EMPLOYMENT

	Name of employer

	Job Title

	Address of employer
	Dates Employed


	
	Period of notice required


	Please give a brief outline of your main responsibilities












	PREVIOUS EMPLOYMENT
Please list all previous employment in chronological order

	Dates employed
	Name of employer
	Job title and main responsibilities
	Reasons for leaving

	



	
	
	

	



	
	
	

	



	
	
	

	



	
	
	











	OTHER EXPERIENCE
This should include any period not accounted for by full-time employment/education/training – eg. Voluntary work/unemployment.

	Experience
	Dates

	







	

	INFORMATION IN SUPPORT OF YOUR APPLICATION
This is the most important part of your application. Having read the job description and person specification, please tell us how your experience and abilities meet the requirements of the job. Please do not repeat your career history but draw our attention to your main achievements and how these will help you be successful in the post. Reference to any relevant unpaid/voluntary work will also be welcomed. Please include additional sheets if required.

	






























	REFERENCES
Two references are required – one of the references should be your current line manager with responsibility for your performance (if available). 
References will only be contacted if you are offered the position.

	Name

	Name



	Job Title


	Job Title

	Name of Organisation


	Name of Organisation

	Email address


	Email address

	Phone Number


	Phone Number

	How long have you known this person and in what capacity?


	How long have you known this person and in what capacity?




	DISABLED CANDIDATES
Any candidate who notifies us of a disability and meets the minimum essential criteria for the job will be guaranteed an interview. The Council complies with the Equality Act 2010.

	Do you consider yourself to have a disability?	Yes / No

If yes, please inform us of any arrangements you may need to assist you if selected for an interview.







	RELATIONSHIPS
Please note that any attempt to canvass or influence the fair appointment of staff will render the application for employment invalid.

	Are you a Councillor or are you related to or living with a Councillor or Council employee?	Yes / No

Do you have, or have you had any business or financial interests involving the Council’s, e.g., you have been a supplier of services to the Council?	Yes / No

If yes to either question, please provide details below.








	REHABILITATION OF OFFENDERS ACT 1974
You must complete this section if you have been convicted of a criminal offence and have not yet completed the rehabilitation period for the offence i.e., it is not ‘spent’, or if we have indicated that the post is exempt from the provisions of the Rehabilitation of Offenders Act 1974 (as amended).

	Have you been convicted of a criminal offence?	Yes / No
If yes, please provide details below (including date, the nature of the offence, and the penalty).






	RIGHT TO WORK IN THE UK
In accordance with the Asylum and Immigration Act 1996 (amended February 2008), we are required to check your eligibility to live and work in the UK.

	Please confirm you will be able to provide this evidence if offered an interview?  Yes/No    (A valid UK passport or similar form of identification is sufficient at this stage)

Are there any restrictions to your right to live and work in the UK, such as a Work Permit or Worker Registration Scheme?	Yes / No

If yes, please provide details below:








	GENERAL INFORMATION
If there is any assistance you would like the Council to provide you with, either in connection with an interview if you are short-listed or to enable you to do this job, or if there are any special circumstances which you would like to make us aware of, please give details below.

	














	DECALARATION

	I declare that the information contained in this application form is true and correct.  I understand that any false or misleading information, or omissions concerning criminal convictions, may disqualify my application or may render my Contract of Employment, if I am appointed, liable to dismissal without notice.

	Signed
	Date





	DATA PROTECTION

	This information will be used for recruitment, selection and appointment purposes and may be copied for use during this process. If you are appointed, the information you have provided will be stored and used for operational and managerial purposes and in connection with the payment of salaries. If you are not appointed, the data will be stored for a short period then destroyed. Normandy Parish Council cares to ensure the security of personal data. This is done through appropriate technical measures and relevant policies. Data is kept for the purpose for which it was collected and only for as long as is necessary.
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