Sutton St Edmund Parish Council

PARISH CLERK / RESPONSIBLE FINANCIAL OFFICER (RFO)
[bookmark: _xqrcd48josry]JOB APPLICATION FORM
Position: Parish Clerk / Responsible Financial Officer (RFO)
Hours: 12 hours per week
Working arrangements: Primarily home-based, with attendance at Council meetings and other as required
Salary: NJC SCP dependent on qualifications and experience
Thank you for your interest in this position.
Please complete all sections of this application form. The information provided will be used to assess your suitability for the role against the requirements set out in the job description and person specification.
Please do not attach a CV in place of completing the application form. You may, however, attach a CV as supplementary information if you wish.

[bookmark: _npnmbst5wkd]1. PERSONAL DETAILS
Full Name:

Address:


Telephone Number:

Email Address:

Preferred method of contact:
☐ Email
☐ Telephone

[bookmark: _q1wgke5jdrnl]2. CURRENT / MOST RECENT EMPLOYMENT
Employer:

Job Title:

Dates of Employment:

Main Responsibilities:


Reason for leaving / seeking a new role:

[bookmark: _mzsg9voi4adn]3. PREVIOUS EMPLOYMENT & EXPERIENCE
Please provide details of your previous employment and/or relevant voluntary experience.
	Employer / Organisation
	Role
	Dates
	Main responsibilities

	
	
	
	

	
	
	
	

	
	
	
	


Please use an additional sheet if required.

[bookmark: _4bo4wjzh9a0c]4. RELEVANT EXPERIENCE
Please explain your experience in the following areas. Where possible, provide brief examples.
[bookmark: _mtr572ulmwfo]A. Parish / Local Government Experience
Please describe any experience you have of working for a parish, town or local authority, or in a similar governance environment.




[bookmark: _3htk5lfdm5ww]B. Administration & Organisation
Please describe your experience of managing administration, records, correspondence, meetings and competing priorities.





[bookmark: _x694brwak206]C. Financial Management
Please describe your experience of budgeting, bookkeeping, accounts, banking, payments, VAT, payroll, audit or other financial responsibilities.




[bookmark: _poioy8vgo40h]D. Governance & Legislation
Please describe your experience of working with legislation, regulations, policies, procedures or governance requirements.


[bookmark: _b574bq7qq6w0]E. Meetings, Reports & Communication
Please describe your experience of preparing agendas, minutes, reports or formal correspondence and communicating with members of the public, elected representatives or other organisations.




[bookmark: _l82t9uyr88pr]F. Working Independently
This is a primarily home-based role requiring the postholder to manage their own workload and priorities.
Please provide an example of when you have worked independently, managed competing priorities and delivered work to deadlines.






[bookmark: _ud206mw40czw]5. KNOWLEDGE & SKILLS
Please indicate your level of experience.
	Area
	None
	Some
	Good
	Extensive

	Parish / local government administration
	☐
	☐
	☐
	☐

	Financial administration / bookkeeping
	☐
	☐
	☐
	☐

	Budget preparation and monitoring
	☐
	☐
	☐
	☐

	VAT / HMRC requirements
	☐
	☐
	☐
	☐

	Payroll
	☐
	☐
	☐
	☐

	Audit / annual accounts
	☐
	☐
	☐
	☐

	Governance / legislation
	☐
	☐
	☐
	☐

	Meeting administration / minutes
	☐
	☐
	☐
	☐

	Risk management
	☐
	☐
	☐
	☐

	Website / digital administration
	☐
	☐
	☐
	☐

	Data protection / FOI
	☐
	☐
	☐
	☐

	Communication with the public
	☐
	☐
	☐
	☐



[bookmark: _pdsj5mj5kx8l]
[bookmark: _vcx02zz48noy]7. QUALIFICATIONS & TRAINING
Please provide details of relevant qualifications, training and professional development.
	Qualification / Training
	Institution / Provider
	Date / Year

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


[bookmark: _tg3rt51fbavb][bookmark: _tcuuvfephm4q]


8. PROFESSIONAL DEVELOPMENT
Please describe any relevant professional memberships or your approach to maintaining professional knowledge and development.
[bookmark: _u21ropvvygn6]




9. WHY ARE YOU INTERESTED IN THIS ROLE?
Please explain why you are interested in becoming the Parish Clerk/RFO and what you believe you could bring to the Council and local community.




[bookmark: _qhb6k1c435m3][bookmark: _zgb859juxemw]

11. REFERENCES
Please provide details of two people who can provide a reference relating to your employment, professional experience or suitability for this role.
[bookmark: _lc4bffjjrml4]Reference 1
Name: _________________________________________________
Position / Organisation: __________________________________
Email: _________________________________________________
Telephone: _____________________________________________
Relationship to applicant: _________________________________
[bookmark: _s15pkbop1d0]Reference 2
Name: _________________________________________________
Position / Organisation: __________________________________
Email: _________________________________________________
Telephone: _____________________________________________
Relationship to applicant: _________________________________
Please do not use family members/friends as referees.

[bookmark: _fbrd96wzjyn4]12. DECLARATION
I confirm that the information provided in this application is accurate and complete to the best of my knowledge.
I understand that providing misleading or inaccurate information may affect my application or any subsequent appointment.
Signed: _________________________________________________
Date: ___________________________________________________

[bookmark: _lnum0kbpjjsp]RETURNING YOUR APPLICATION
Please return your completed application form by:
Closing date: Friday 23 October 2026
Email: clerk@suttonstedmundparishcouncil.gov.uk
Post: Marshalls Farm, 90 Luttongate, Gedney Hill, PE12 0QH
Thank you for your interest in joining Sutton St Edmund Parish Council.

