 Locking Parish Council

	Role description

	Post title:
	 Clerk’s Assistant (part time, permanent)


	Responsible to:
	The Clerk to the Council

	Based:
	 Locking Parish Hall

	Salary
	Starting Salary Grade Scale SCP 16 full-time equivalent of £30,518 (£15.82 per hour)


	Hours of Work:
	 20 hours per week
Some evening work or weekend work in Locking will be required

	Days of Work:
	Mon – Fri

	Date:
	Dec 2025



Overall Purpose of Role
The Clerk’s Assistant role is an office-based role, providing administrative support to the Clerk, Councillors and staff. 
Some evening work may occasionally be necessary. The post holder will be required to cover for the Parish Clerk during periods of absence/annual leave.
The Clerk’s Assistant will assist with the day to day management of the Parish Hall booking system and invoicing, keeping records up to date.
This role has the potential for development for the right candidate, with the possibility of moving into a Clerk/RFO role in the future. 
        

Key Responsibilities and Duties

1. Administrative Tasks

a) Administer the Council’s activities during the Clerk’s absence
b) General office administration including answering the telephone in a professional manner, providing general information and taking messages as appropriate, to receive and deal with correspondence and documents and to liaise with the public on behalf of the Council, photocopying, researching on request of the Parish Council.
c) To handle bookings and hiring’s for the parish hall in accordance with the hall bookings policy.
d) To handle bookings and hiring’s of the playing field, football pitches, changing rooms in accordance with the playing field bookings policy.
e) To obtain quotes and place orders for supplies and works as directed by the Clerk.
f) Assist with the preparation of accounts and financial matters using the Parish Council’s account software.
g) To participate in the organisation and project management of events/initiatives as directed or requested
h) Prepare ‘Welcome’ packs for new Councillors.
i) Conduct weekly fire/smoke alarm tests and complete paperwork.

2. Customer Contact

a) Liaise politely and efficiently with members of the public and Councillors.
b) Provide a front-line customer service from the Parish Hall office dealing with enquiries and responding to these in a prompt and efficient manner.  (Liaising with partners when necessary)
c) Respond to formal requests for information
d) Respond to emails, web messages and social media direct message and any other correspondence 

3. Meetings

a) Assist in the preparation and distribution of meeting papers as required in accordance with the Council’s Calendar of meetings
b) In the absence of the Clerk and if required attend meetings of the Council, its committees and prepare agendas and minutes for the meetings and if required including minuting meetings.

4. Media & Communications

a) To assist if the Clerk in the production of the parish council newsletter, and other required publicity.  This will be in accordance with LPC Communications Policies 
b) To be involved in and develop LPC website and social media pages.
c) Update LPC website as requested by the Clerk and check social media pages and update as requested by the Clerk
d) With the Clerk, ensure that all Council policies are up to date and available online
e) Maintain the Parish Council’s noticeboard(s) ensuring that it is always up to date and relevant.

5. Document Management
a) Assist in the recording and storage of all the Council minutes and legal records
b) Scanning of all Council documents and disposing of documents in accordance with the document retention policy

6. General 

a) Work with and as directed by the Clerk to gain an understanding and knowledge of the work undertaken by the Parish Council.
b) Assist the Parish Clerk in fulfilling the duties of the Parish Council
c) Undertake such duties appropriate to the post as directed by the Parish Clerk
d) Undertake training relevant to the role including completion of ILCA.
e) Support and liaise effectively with parish council employees
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	Criteria
	Essential
	Desirable

	Education
	A good standard of education
	Minimum level 2 GCSEs (Maths and English) or NVQ Level 2



	Experience
	Previous administrative experience of a similar nature to the required duties
	  Experience working in or with Local
  Government

Experience of partnership working with voluntary and private sectors

	Skills and Knowledge
	Ability to plan and effectively carry out own work schedule with minimal supervision
	Knowledge of Local Government

	
	Proven ability to carry out a range of administrative tasks efficiently and to a high standard
	  Experience of basic accounting skills

	
	Microsoft 365, Word, Excel, PowerPoint, Publisher, and Outlook skills.
	

	
	To be willing and comfortable with learning new systems and adapting to the changes within Parish Councils.
	Track record of continued learning and development

	
	Experience of social media and updating Web Sites.
	

	
	Customer Care – People skills including excellent communications skills and empathy.
	

	Personal Qualities
	Ability to work with a wide range of people with diplomacy and tact.

Strong interpersonal skills

Methodical and thorough approach to tasks
	Problem solving abilities



	Other
	Availability to attend occasional evening meetings when required

   Willingness to undertake ILCA training and
   other training relevant to the role. 
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