Parish Clerk & Responsible Financial Officer (RFO)
Sutton St Edmund Parish Council
Salary: Competitive, dependent on qualifications and experience
Hours: 12 hours per week
Location: Primarily home-based with attendance at evening Parish Council meetings and occasional local meetings, training and site visits
Make a Difference in Your Local Community
Sutton St Edmund Parish Council is seeking a highly organised, motivated and community-minded individual to join us as our Parish Clerk and Responsible Financial Officer (RFO).
This is a varied and rewarding role at the heart of local democracy, providing professional support to the Parish Council and helping to deliver services, projects and initiatives that benefit our community.
As the Council's Proper Officer and principal adviser, you will ensure the smooth and lawful operation of the Council, support councillors in their decision-making, manage the Council's finances and act as a key point of contact for residents, partner organisations and local authorities. 
Whether you already have experience in local government or are looking to bring your administration, finance or governance skills into a meaningful community role, we would love to hear from you.

About the Role
The successful candidate will:
· Act as the statutory Proper Officer to the Parish Council.
· Serve as the Council's Responsible Financial Officer.
· Ensure the Council operates in accordance with local government legislation, regulations and best practice.
· Provide professional, impartial advice and administrative support to elected councillors.
· Manage Council meetings, records, correspondence and communications.
· Lead on financial administration, budgeting, accounting and audit requirements.
· Support community engagement through effective communication and digital channels.
· Help drive projects and initiatives that enhance the parish and improve services for residents. 

Key Responsibilities
Governance & Council Administration
· Advise the Council on legal, procedural and governance matters.
· Ensure compliance with statutory duties, policies and regulations.
· Implement Council decisions and maintain effective administrative systems.
· Maintain Council records, policies and governance documents.
· Support risk management, health and safety compliance and transparency requirements. 
Meetings & Democratic Services
· Prepare agendas and supporting papers.
· Publish notices and meeting documentation within statutory deadlines.
· Attend Council meetings and take accurate minutes.
· Monitor and progress actions arising from meetings.
· Support councillors in the effective discharge of their duties. 
Finance & Responsible Financial Officer Duties
· Prepare annual budgets and precept recommendations.
· Maintain accurate financial records and accounting systems.
· Monitor income and expenditure and provide regular financial reports.
· Process payments, banking transactions and invoices.
· Submit VAT claims and statutory returns.
· Manage internal and external audit processes.
· Ensure compliance with the Council's Financial Regulations and good financial practice. 
Community Engagement & Communications
· Act as the first point of contact for parish residents and stakeholders.
· Manage Council correspondence and enquiries.
· Maintain and update the Parish Council website and social media platforms.
· Promote transparency and engagement with the local community.
· Build positive working relationships with local authorities, contractors, organisations and community groups. 
Professional Development
· Keep up to date with changes in legislation and local government practice.
· Attend relevant professional training and development opportunities.
· Work towards or maintain recognised sector qualifications, including CiLCA where appropriate. 

What We're Looking For
Essential Skills & Experience
✔ Strong administration and organisational skills
✔ Excellent written and verbal communication skills
✔ Good numerical and financial management abilities
✔ Ability to work independently and manage competing priorities
✔ High standards of accuracy, professionalism and confidentiality
✔ Good IT skills, including Microsoft Office and online systems
✔ Ability to attend evening meetings
Desirable
✔ Experience in local government, public administration, finance or governance
✔ Knowledge of parish council procedures and legislation
✔ Experience of budgeting and accounting processes
✔ Website and social media management experience
✔ CiLCA qualification or willingness to work towards it

What We Offer
· Flexible home-based working arrangements
· A varied and interesting role with real impact on the local community
· Supportive and collaborative working environment
· Ongoing training and professional development opportunities
· The opportunity to help shape the future of Sutton St Edmund Parish

Interested?
If you are looking for a rewarding role at the centre of community life and local decision-making, we would be delighted to hear from you.
Join Sutton St Edmund Parish Council and help make a positive difference to our community.

