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MAVESYN RIDWARE PARISH COUNCIL
CLERK AND RESPONSIBLE FINANCIAL OFFICER VACANCY
Mavesyn Ridware Parish Council is seeking an organised and dedicated individual for the role of Clerk and Responsible Financial Officer. This is a rewarding opportunity for someone with administrative experience and a passion for supporting the local community.
KEY DETAILS:
· Salary Scale: LC2 SCP 18 – 23 (Presently £29,269 - £32,076 pending 2024/25 local government pay agreement) pro rata.
· Pension: Eligible for membership in the Local Government Pension Scheme (LGPS).
· Hours: 10 hours per week, to be worked flexibly, including some evening meetings.
· Location: Home-based, with occasional meeting attendance in Mavesyn Ridware, Staffordshire. Potential for ad-hoc travel further afield in the performance of duties.
JOB DESCRIPTION:
The Clerk and RFO is responsible for:
· Council Administration: Prepare agendas, reports, and minutes for meetings; ensure decisions are implemented.
· Financial Management: Manage the Council’s finances, including budgeting, payments, and ensuring legal compliance.
· Legal and Statutory Advice: Advise the Council on its powers, duties, and responsibilities.
· Public Relations: Serve as the main contact for residents, handle correspondence, and manage the Council’s website.
· Project Support & Management: Assist in managing and delivering community projects and initiatives, including managing contractors and the employed caretaker.
· Compliance: Ensure adherence to legal responsibilities, best practice and the Council’s own policies and procedures.
RECRUITMENT TIMELINE:
· Closing Date for Applications: Friday, 6th October 2024.
· Interviews: Week commencing 7th October 2024.
HOW TO APPLY:
Please send a cover letter summarising your suitability for the role, along with your CV, to the Clerk at clerk@mavesynridwareparishcouncil.gov.uk.
FOREWARD FROM OUTGOING CLERK, MR LEWIS ANDERSON: 
It is with a great degree of sadness that I announce my resignation as Clerk and Responsible Financial Officer (RFO) for Mavesyn Ridware Parish Council. Over the past two years, it has been an absolute pleasure working for the Council and serving the local community of Mavesyn Ridware. However, due to changing personal circumstances and new professional commitments, I have had to make the difficult decision to step aside from this role.
During my time with the Council, we have achieved some significant successes, and I have been proud to support the Council in its efforts to make a positive impact in Mavesyn Ridware. It has been a privilege to work alongside a group of dedicated councillors who have worked tirelessly for the benefit of the community.
With my departure, the Council is seeking a new Clerk and RFO, and I wholeheartedly encourage anyone who is passionate about local government and community service to apply. This is a vital role, one that is both rewarding and integral to the continued success of Mavesyn Ridware Parish Council. The Parish Council is a dynamic, forward-thinking group, and this is a wonderful opportunity to join a team committed to supporting a thriving community, and one I can thoroughly endorse to prospective applicants.
For those interested in applying or learning more about the role, please contact clerk@mavesynridwareparishcouncil.gov.uk to request more information, to ask any questions, or to submit your application. We look forward to receiving your application and encourage anyone passionate about local government and community service to apply.
PERSON SPECIFICATION:
Essential:
· Strong administrative and organisational skills.
· Excellent communication abilities (both written and verbal).
· Proficiency in IT, including Microsoft Word, Excel, and email/internet use.
· Ability to work independently from home and manage time effectively.
· Understanding of the principles of local government, including statutory duties and financial procedures.
· Commitment to professional development, including willingness to undertake training.
Desirable:
· Previous experience in a local government role or similar administrative position.
· CiLCA qualification (or willingness to obtain it).
· Familiarity with financial management, bookkeeping, and accounting software.
· Ability to work flexibility to meet the needs of the council and to attend evening meetings.
· Familiarity with the work of the Council and of the parish of Mavesyn Ridware.
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