PARISH COUNCIL CLERK

Due to the forthcoming retirement of Jim Ruddock, Clerk to Bere Regis Parish Council for the past 36 years, we are seeking a new clerk.

THE JOB

The clerk is responsible to the Council for:

· Acting as the ‘Chief Executive’ in enacting its decisions 

· Managing the finances, maintaining the accounts and keeping the Council’s records and official documents 
· Providing competent advice on all local government matters

· Managing the Council’s assets, ie the cemetery and the play park

· Servicing the meetings of the Council

THE PERSON

We are seeking someone who:

· Preferably lives in the village, or, at least, within the parish
· May have experience as a parish clerk elsewhere, or has worked in or with local government or another public body
· Has excellent WP and spreadsheet skills, and experience of using a finance package 
· Has experience of creating a budget, and monitoring expenditure
· Is well-organised, self-motivated , a sound administrator
· Has good communication skills particularly with the public
· Can devote around 35 hours a month to this job

THE REWARDS

· Pay will be based on current agreed NJC rates depending on the successful applicant’s qualifications and experience, but will not be less than £8.50 ph.
· Paid leave, based on 21 days pa pro rata will be given.
· The person appointed will also gain great satisfaction from enhancing the quality of life of Bere Regis residents through this job

Apply in writing by April 15th with your CV and a short statement about what particular skills and qualities you believe you would bring to the job and to the village to:
Ian Ventham, 
Chairman, 
Shitterton Farmhouse, 
Bere Regis, BH20 7HU
More information, including the Job Description, may be found on the Bere Regis website at www.bereregis.org
