                                    WEAVERHAM PARISH COUNCIL
                                        PARISH CLERK
OVERALL RESPONSIBILITIES
The Parish clerk [PC] will be the proper Officer of the Council and is therefore under a statutory duty to carry out all the functions and in particular, to serve or issue all the notifications required by law of a local authority’s Proper Officer. The PC is totally responsible for ensuring that the instructions of the Council regarding its function as a local authority are carried out. The PC is expected to advise the Council on, and assist in the formation of, overall policies to be followed in respect of the Authority’s activities and to produce all the information required for making effective decisions and then to constructively implement all such decisions. The PC is responsible to the Council for the effective management of all its resources and will report to the Council as and when required. The PC is responsible for all the financial records of the Council and the careful administration of its finances. 
JOB DESCRIPTION
Ensure that legal, statutory and other provisions governing or affecting the running of the Council are observed
Monitor and balance the Council’s accounts and prepare records for audit purposes and VAT in consultation with the Chairman of the Finance Committee.
Prepare summarised bank reconciliation and summarised expenditure statements on a monthly basis.
Maintain complete financial accounts and make provision for the secure management of petty cash
To prepare such summaries as are required by the Finance Committee for the preparation of the annual budget and precept.
Ensure the Council’s obligations to insure are properly met.
Maintain a rolling work list

To receive contractors’ worksheets and inspect records as defined in the contracts

Check that all users of Council facilities have correct licences, permits, insurance etc.
To maintain the Council’s Asset Register and ensure provision is made for the safe retention of all Council documents.
Prepare in consultation with the appropriate Committee Chairman, agendas for meetings of the Council and its Committees. To attend such meetings and prepare and circulate within 14 days minutes of such meetings.
To receive and record correspondence and documents on behalf of the Council, deal with those items or bring them to the attention of the Council. No original documents or correspondence should be removed from the office, without such removal being recorded and the record annotated when the documents are returned. 
Issue correspondence following instructions from the Council, or otherwise on the basis of the known policy of the Council, after consultation with the appropriate Committee Chairman.
To receive and report to the Council on invoices for goods and services received and to ensure all valid accounts are discharged
To issue invoices on behalf of the Council for goods and services supplied and to ensure payment is received.
Monitor the implemented policies of the Council and ensure they achieve the desired result. Suggest modifications if appropriate.
Act as representative of the Council at all times.
Issue notices, prepare agendas in good time, attend and prepare minutes of the Annual Parish Meeting. Subsequently implement decisions approved at any subsequent Council meeting.
Attend to Planning Applications, relate to previous history and forward Planning Committee comments to CWAC before deadlines.
Attend all meetings of the Council and its Committees, and other such meetings as agreed with the Council.
Prepare after consultation with the Chairman, press releases concerning activities or decisions of the Council.
Maintain good relations with the community and record all complaints received relating to the Council’s responsibilities.
Organise and attend, within normal working hours annual and civic functions as deemed appropriate by the Council.
Attend training courses on the work and role of a PC as agreed with the Council, particularly with a view to attaining Quality Parish Council status.
Ensure all agreed public information and notices are displayed in the Council and Community Notice Boards. 
Update the Parish Council web site on a weekly basis.
The attendance book recording all visitors, including Councillors, to the office to be maintained without fail.
Maintain the Parish Office in a clean and tidy condition.
Maintain all records in readily retrievable fashion as required by the Council including amongst others those pertaining to Freedom of Information Act, Data Protection, Declaration and Register of Interests, Elections and notices of Audit Inspection
Ensure the Parish Council Insignia is kept secure.
Maintain accurate personal records of hours worked, holidays taken as agreed with the Chairman or Chairman Finance and Personnel Committee, and absence due to sickness.
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