Alrewas Parish Council
Invites applications for the role of
Parish Clerk & Responsible Financial Officer
Average of 15 hours each week.  (Pro rata SCP19 – 30.  £31,067 - £39,513 – dependent upon skills and experience).  Some of the hours can be worked from home however there is an expectation of at least half of the week being worked at the Parish Council office in Alrewas.
We intend to appoint a Clerk/RFO who will be responsible for preparing agendas and minutes for our monthly meeting held on the second Monday of each month at 7pm.  The successful candidate will manage the administration, website and correspondence of the Council in addition to providing advice to Councillors.  
As the Responsible Finance Officer, the Clerk will: manage the online banking; arrange for payment of accounts; prepare and monitor the accounts; and keep records for audit, PAYE & HMRC purposes.  Our annual precept is approximately £66,000.
Ideally applicants will have relevant qualifications and experience together with strong organisational, communication and IT skills.  A laptop will be provided.
An interest in local community matters is essential and whilst experience of local authority administration would be preferred, training and support will be provided.
A Job Description can be downloaded from our Alrewas Parish Council website.  A maximum two page application summarising relevant skills and experience for this role is required and should be emailed to:
Councillor David Whatton: dave.whatton@alrewas parishcouncil.org.uk
The closing date is Monday 2nd December.  Interviews are expected to take place week commencing 9th December with the successful candidate being required to take up the role in January 2025.   The Council is committed to ensuring equal opportunities for all.  If you require any reasonable adjustment to be made for interview please let the Chair know.

