BIBURY PARISH COUNCIL IS SEEKING APPLICATIONS FOR THE PART-TIME POST OF CLERK TO THE COUNCIL AND RESPONSIBLE FINANCIAL OFFICER.
The Parish includes Bibury, Arlington and Ablington.  It is a vibrant community with a Village School, Village Hall, Post Office and businesses including the Trout Farm, Catherine Wheel public house, Bibury Court and Swan Hotels.  The Batfield, a brand new fully equipped natural play area has recently opened. A small affordable housing scheme is in the early stages of development. 

The Council meets at 7pm on the 2nd Tuesday of each month (except August).  You would have the support of 7 parish councillors.  The current Clerk would stay involved if needed so that there is a smooth handover and support for the new clerk in the first months.  
Remuneration for the post is based on an average of 5.5 hours per week paid monthly in arrears through PAYE on a scale between SCP17 £8.74 per hour and SCP 19 £9.25 per hour depending on qualifications and experience. Reasonable expenses can also be claimed for expenditure incurred.  Training is available including potentially the CiLCA qualification.
Applicants should have access to the internet, a computer and printer/scanner and be able to work from home.  Some equipment may be provided.  The job involves producing an agenda for each meeting, and writing up and circulating minutes and other papers to the Parish Councillors by email or post, following up matters raised with the Council and posting key notices on notice boards.  The Clerk receives regular correspondence from Cotswold District Council, Gloucestershire County Council, the Gloucestershire Association of Town and Parish Councils (GAPTC) and others.  The Clerk manages the Council’s accounts including preparing a budget, reporting on on-going income and expenditure and preparing the annual accounts for audit.  The Clerk should also keep the Council aware of relevant legal and legislative issues and best practice using GAPTC circulars and other sources.  
Experience in the following areas would be an advantage but not all are essential if the applicant can demonstrate the potential and willingness to learn:

· General administration and minute taking

· Familiarity with basic computer packages(Microsoft Word and Excel or equivalent)

· Financial record keeping

· Good organisational abilities and inter-personal skills

· Knowledge of local government
· Quality Council accreditation and Certificate in Local Council Administration.
If you are interested in applying for this position please register your interest by contacting:

Kate Brown, the current Clerk to the Council, biburyclerk@btinternet.com 01285 850988 who will be happy to answer questions and provide further information.
