VACANCY: Parish Clerk and Responsible Financial Officer
Elford Parish Council 

8 hours per week (to be worked flexibly from home).  
LC2 Scale SCP 18-23 dependent on qualifications. 
Permanent contract subject to three month probationary period

Closing date for applications: 21st June 2024

Elford is in the Lichfield District of Staffordshire and has around 375 households and a population of approximately 650. It is a popular village, with facilities including a volunteer run Village Hall, Walled Garden, Sportsfield and Church. The Parish Council manages the Playground and Sportsfield, which is leased to a Cricket and a junior Football Club. 

We are seeking to appoint a Clerk/RFO who will be responsible for preparing agendas and minutes for monthly Parish Council meetings (7.00 pm on the second Monday of the month), for managing the finances and administration of the Parish Council, for handling correspondence and the website and providing advice to Councillors. 

As the Responsible Financial Officer, the Clerk is required to manage the online banking, arrange the payment of accounts, monitor the Council’s accounts, and prepare records for audit purposes, PAYE and VAT. Our annual precept is £20,000. 

Applicants should have relevant qualifications and experience together with strong organisational, communication and IT skills. A laptop is available.

An interest in local community matters is essential and, while experience of local authority administration would be preferred along with a CiLCA qualification, training and support can be provided for the right candidate. 

Further information on our Parish and Parish Council can be found at http://www.elfordparish.co.uk

To apply, please send a letter of application, summarising your strengths and 
experience in relation to this role, together with a current CV and details of two 
references to clerk@elfordparish.co.uk & andy@elfordparish.co.uk 

