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PARISH COUNCIL 
 

 

 

 

 

 

 

 

 

Recruitment of 

Parish Clerk and Responsible Financial Officer 

£39,568 - £42,503 

 

 

Application Pack 

 
 

If you would like an informal chat about this vacancy, then either Steve Milton at the Local 

Government Resource Centre or Aaron Plume (Council Chairman) would be happy to talk to 

you and answer any queries you may have. Steve or Aaron may be contacted using the 

details given below.  

Steve Milton    E: clerk@wokinghamwithout-pc.gov.uk   T: 07701032010 

Cllr Aaron Plume   E: aaron.plume@wokinghamwithout-pc.gov.uk T: 07713162958 

Please apply using the Council’s application form included in this pack. Please do not send a 

standard CV. Completed applications should be sent to Steve Milton at the Local Government 

Resource Centre steve.milton@lgrc.uk. 

  

mailto:clerk@wokinghamwithout-pc.gov.uk
mailto:aaron.plume@wokinghamwithout-pc.gov.uk
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Wokingham Without Parish Council  
Parish Clerk and Responsible Financial Officer 
 

£39,568 - £42,503 (SCP 33 – 36 on the NJC National Pay Scales)  
23 days annual leave, increasing to 26 days after 5 years. 

Local Government Pension Scheme 

 

Are you passionate about serving the community?  

Are you a great communicator and a committed team player?  

Why not join Wokingham Without Parish Council as its new Clerk? 

 

We are looking for a dynamic and innovative individual to lead the Council into the future. 

The successful candidate will need to build a wide range of positive relationships with 

Councillors, staff, residents, and other organisations. You will also manage the Council’s 

Administrator and take overall responsibility for all the Parish Council’s administrative 

functions.  

The Council provides a range of quality services including the Pinewood Leisure Centre, 

which includes many diverse clubs, allotments, and open spaces, a Café 

(https://wokinghamwithout-pc.gov.uk/pinewood-centre) and the Memorial Hall. 

Parish Clerks come from a range of backgrounds, but they share an enthusiasm for serving 

the community. If you come from outside the sector then full support, training and 

mentoring will be given. 

The salary for this post starts at £39,568 for 37 hour per week which will include some 

evening working.  

If you would like an informal chat about this vacancy, then either Steve Milton at the Local 

Government Resource Centre or Aaron Plume (Council Chairman) would be happy to talk 

to you and answer any queries you may have. Steve or Aaron may be contacted using the 

details given below.  

Steve Milton   E: clerk@wokinghamwithout-pc.gov.uk   T: 07701032010 

Cllr Aaron Plume   E: aaron.plume@wokinghamwithout-pc.gov.uk T: 07713162958 

Please apply using the Council’s application form included in this pack. Please do not send 

a standard CV. Completed applications should be sent to Steve Milton at the Local 

Government Resource Centre steve.milton@lgrc.uk. 

 

Closing date for applications is 9th December and interviews will be held the following 

week. 

https://wokinghamwithout-pc.gov.uk/pinewood-centre
mailto:steve.milton@lgrc.uk


Wokingham Without Parish Council 

Parish Clerk Recruitment 

We are seeking a proactive and forward-thinking Parish Clerk who will take overall responsibility for 

all aspects of the Council’s delivery. The successful candidate will have sufficient knowledge, 

experience, and resilience to work with Councillors and Officers alike to effectively deliver the business 

of the Council but also ensure its democratic responsibilities are delivered lawfully and in the best 

interests of its residents. 

 

Applicants should be able to demonstrate good leadership and management experience and 

knowledge of Local Authority practice and procedures together with a relevant qualification (or 

willingness and ability to obtain this) to ensure the Council can retain its General Power of 

Competence. 

 

Applicants should be clear in their application why they are interested in the post and thorough in 

their response to the Job Description and Person Specification 

 

Job Title Parish Clerk and Responsible Financial Officer 

Reports to The council  

Responsible for The overall leadership and Management of Wokingham Without Parish 
Council’s democratic and business delivery. 

Hours of work The Parish Clerk’s post is full time, at 37-hour week but because of the 
seniority of this role, the postholder will be expected to work additional 
hours as needed, remunerated as TOIL.  
 
This will include some evening attendance and response to emergencies, 
as required by Council 
 

Salary Local National Joint Council for Local Government Services (NJC) scale 33 – 36, 
dependent on experience (£39,568 - £42,503) 
 

Key Contacts Internal:  
• Elected Councillors  
• Parish Council staff  
 
External:  
• Service providers  
• External bodies 

• Pinewood Tenants / lease holders 
• Contractors  
• Community groups/organisations  
• Voluntary sector organisations  
• Local Government and other public bodies (police, fire etc)  
• Members of public  

Job purpose • As Clerk to the Council, to have overall responsibility for all aspects of 
the Council’s democratic responsibilities, ensuring the Council’s 
delivery is both legal and in the best interests of its residents.  

 

• As the Council’s senior manager to uphold the highest standards of 
public service, in line with the Nolan Principles of Public Life. To 
always operate within the council’s adopted Code of Conduct for Staff.  



 

• With a good knowledge of local government law, to act as the 
Council’s principal legal adviser.  

 

• To manage the Council’s services, resources, and staff. To advise upon 
and administer all aspects of the Council’s work and to promote the 
role of the Parish Council in securing good and effective governance 
for the parish.  

 

• The role of Parish Clerk is defined in law as the Proper Officer of the 
Council and, as such, is under a statutory duty to carry out all the 
functions required by law of a local council’s Proper Officer. The role is 
entirely apolitical. 

 

• The post holder is expected to advise the council on and assist in the 
formation of policies to be followed in respect of the Council’s 
activities and to produce all the information required for making 
effective decisions and to implement constructively those decisions.  

 

 

Role profile 
This section describes in general terms the duties and responsibilities of the post at the time it was 

drafted. This is not to be taken as exhaustive nor exclusive, and duties may be varied at any time, in 

consultation with the postholder, to meet the needs of the service. Such variations are a common 

occurrence and cannot, of themselves, justify reconsideration of the grading of the post.  

Principal Accountabilities: 

 

1.1 To act as the Council’s principal adviser; to manage the Council’s services; resources and 

staff; to advise upon and administer all aspects of the Council’s delivery. To be accountable 

to residents.  

1.2.  To maintain an up-to-date knowledge of local government law.  

1.3.  To be visible and accessible to the public. Acting as the Council’s representative, to 

proactively ensure effective and inclusive development and dissemination of regular 

communications, using up-to-date and inclusive means.  

1.4.  To oversee the management of the Council’s buildings, assets, and the Pinewood site, 

ensuring that the Council’s obligations for risk management are properly discharged and 

that the Council complies with data protection and health and safety legislation.  

Democratic responsibilities  

2.1.  To keep under continuous review the legal framework within which the council operates, 

advising members of changes or proposed changes to law or public policy which may affect 

the Council.  

2.2.  To advise elected members of the options available on matters raised at meetings, upon 

which decisions are required. To ensure that all meetings are called within the legally 

required timescales and in the proper manner and that all agendas are properly presented. 

2.3.  To advise the Council on points of procedure to ensure that business is conducted in a lawful 

manner and legally competent decisions are made and recorded.  



2.4.  To research and present available options to members on any matter before them and verify 

third-party reports, as far as practical, to facilitate lawful and reasonable decision-making.  

2.5.  To minute, or arrange for minutes to be taken, of all formal meetings of council or its 

committees to ensure that resolutions are accurately recorded, with sufficient detail of 

discussion to show proper consideration of all relevant matters.  

Staff Leadership and Management Functions  

3.1.  To set, model and maintain professional standards throughout the staff team, acting when 

necessary to uphold these standards within the Council’s equality, diversity, and inclusivity 

policy.  

3.2.  To manage staff performance effectively.  

3.3.  To monitor and advise on any changes to employment law or national agreements.  

Financial Responsibilities  

4.1.  To have overall responsibility and accountability for the Council’s budget and to oversee the 

preparation of the council’s financial records for audit.  

4.2.  To oversee the Council’s procurement for external contracts ensuring proper procedures for 

tendering, and assessment of risk and value for money.  

4.3 To oversee any Community Infrastructure Levy (CIL) funds held by the council, to ensure that 

all required reporting is completed and that members are kept updated with balances and 

spending / allocation deadlines for funds held.  

General responsibilities  

5.1.  To act as principal conduit of communication for the Council both internally and externally. 

5.2.  To monitor the effectiveness of procedures and policies, to advise Council when reviews or 

updates are appropriate and to advise of options available.  

Other Information  

6.1.  The post holder may be required to work unsocial hours including some evenings and 

respond to any emergency. Remuneration for non-contracted hours will be by TOIL.  

6.2.  The post holder must be able to travel throughout the parish.  

6.3.  The post holder will be required to comply with the Council’s policies and procedures, and to 

undertake professional development as appropriate. In particular: 

6.3.1  To achieve/maintain the qualification necessary for the council’s eligibility for the 

General Power of Competence (as provided in the Localism Act 2011 ss1-8 and 

prescribed in Article 2 paragraph 2 of The Parish Councils (General Power of 

Competence) (Prescribed Conditions) Order 2012 (SI2012/965).  

 

Person specification 
Parish Clerk 



Competences to be tested initially at application stage 

 Competence Essential Desirable Demonstrated by 
1 Qualifications Degree level or equivalent 

alternative qualifications and 
experience 

Certificate in Local Council 
Administration. (If not held 
will be contractually 
required to complete within 
first 12 months of 
appointment). 

At application 

2 Policy and 
strategic 
management 

Policy analysis skills and the 
ability to address and 
resolve complex issues and 
challenging situations 

 Evidence of giving advice 
on policy issues, and of 
recommending strategy 
on difficult/complex 
issues. 

3 Team 
management and 
Leadership 

Able to lead, direct and 
motivate a team, to 
effectively build teams and 
encourage collaborative 
working between team 
members, councillors, and 
other stakeholders 

 At least two years in a 
management position, 
involving direct 
management of a team of 
employees and direct 
accountability to e.g., 
Councillors or a 
management board 

4 Legal knowledge 
and skills 

Understanding of legal 
responsibilities and 
sufficient general 
understanding of the law to 
be able to procure effective 
legal advice and support. 

 Previous experience of 
role specific legal 
responsibilities and of 
procuring legal support.  
 
Hold or undertake to 
achieve qualification as 
prescribed in The Parish 
Councils (General Power 
of Competence) 
(Prescribed Conditions) 
Order 2012 (SI2012/965). 

5 Communication 
skills 

A good level of written, 
reporting, and 
presentational skills; 
excellent people skills.  
 
 

Understanding of marketing 
and publicity; experience of 
pro-active communication 
with local press and other 
media. 

Previous experience in a 
post demanding 
application of these skills.  

6 Financial 
Management 

Competent in management 
of a significant budget; 
understanding of budget 
control, and of financial 
analysis and process. 

 Previous responsibility for 
budgets, demonstrable 
understanding of issues 
of probity and sound 
financial management 
applying in the public 
sector 

 Facilities 
management 

Able to oversee the effective 
management of the council’s 
property and assets, 
including overseeing the 
management of Pinewood 
tenants’ lease obligations in 
relation to maintenance 
   

 Previous experience in a 
post demanding 
application of these skills.  



7 Service Delivery Able to apply key principles 
of effective service 
provision, customer care, 
service planning etc.  
 
Experience of managing 
projects  

Experience of organising 
events and functions  

Record of achievement 
on running and 
developing services 
directly or through 
contractors; familiarity 
with concepts of business 
and service planning 

8 Administrative 
and 
Organisational 
skills 

Understanding of effective 
business administration to 
create organisational 
effectiveness. 
 
Good time management  

 Previous success in 
establishing and 
managing new or 
changed organisational 
structures. 

9 Experience and 
knowledge of 
Local 
Government 

A good understanding of 
Local Government’s 
structure, functions, 
responsibilities, and 
procedures. 

 Demonstrable 
understanding of the 
legal requirements 
affecting local authorities. 
Previous experience of 
working with and advising 
local authority 
Committees and elected 
members (or equivalent). 

10 Managing 
Contractors 

Ability to secure effective 
running and/or maintenance 
of Council facilities by 
contractors, voluntary 
groups etc. 

 Previous experiencing of 
specifying and monitoring 
services to be provided by 
others. 

11 Information & 
Communications 
Technology 

Non-technical understanding 
of the use and application of 
ICT. 

 Evidence of the use of ICT 
to meet practical needs 
and improve 
effectiveness in a 
business setting. 

12 Operational Able to attend evening and 
occasional weekend 
engagements, ability to 
respond to out of hours 
emergencies 
 

 Acceptance at time of 
appointment 

 

  



Wokingham Without Parish Council 

 
Application for Employment:  

Clerk and Responsible Financial Officer 

 

 

Guidance Notes for Job Applicants 

Please complete all sections of the application form to the best of your ability and only 

append additional sheets when you have run out of space. If you have any additional 

needs, please tell us about any adjustments we may need to make to assist you with the 

selection process. 

Information in Support of your Application 
This is your opportunity to tell us why we should offer you the position. Please give your 

reasons for applying for this post and explain how you meet the person specification, in 

particular the essential criteria, ensuring that you give evidence and examples of how your 

skills, knowledge and experience meet these short-listing requirements. If further space is 

needed, please continue on a separate sheet. 

This post may necessitate occasional travel, if you do not have a driving licence or access to 

private means of transport, you will need to demonstrate how you will meet these criteria. 

References 
A minimum of two references is required and we would prefer them to be your two most 

recent employers including your current employer if you are in employment. References will 

be taken up if you are the successful candidate following the interviews. 

 

 

 

 

  



Application Form 

 Private and Confidential 

Please complete ALL sections in type or black ink and use only 

 A4 size paper as continuation sheets as required. 

 

 

Job Details 
 

Post applied for: 

 

Clerk and Responsible Financial Officer 

 

Where did you 

see the post 

advertised? 

 

(This will help us with advertising future posts) 

Personal Details 
Surname: 

 

Forename(s): 

 

Preferred title (e.g., Mr/Mrs/Miss/Ms/Dr/Other): 

 

Address: 

 

 

Post Code: 

 

Telephone numbers 

Home:  

Mobile:  

Work:  

Email:  

 

Immigration, Asylum and Nationality Act 2006 
It is a criminal offence to employ persons whose immigration status prevents them from working in the 

United Kingdom. Prior to appointment, you will be required to provide evidence of a passport or other 

documents on the approved list to satisfy us that the Asylum and Immigration Act 1996 is being 

complied with. 



Do you require a work permit to work in the UK? If yes, please provide details: 

 

 

 

 

 

Yes/No 

 

Relationship to any Council member/employee 

To the best of your knowledge, are you related to any member or employee 

of the council? If yes, please provide details below: 
 

Failure to disclose such a relationship and/or canvassing will disqualify 

from appointment, and if appointed may be dismissed without notice. 

Yes/No 

Present or Most Recent Employment 
Name of Employer: 

 

Address of Employer: 

 

 

Post Code: 

Job Title: 

 

Dates employed: 

Current or final salary: 

 

Period of notice required: 

Please give a brief outline of your main responsibilities: 

 

 

 

 

 

 

 

 



Previous Employment 
Please list all previous employment in chronological order (most recent first) 

Dates from 

and to 

Name & Address of 

Employer 

Job Title and outline of main 

responsibilities 

Reason for leaving 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

Education & Qualifications 
Please give details of all educational qualifications obtained and those currently being pursued 

Name of School, College, 

University, etc 

Dates attended 

from and to 

Subjects studied / qualifications 

worked towards 

Grades and year 

obtained 

 

 

 

 

 

 

 

   



Training 
This includes trade/professional training, government training schemes, apprenticeships,  

short courses, and secondments 

Course Title Organisation Dates 

 

 

 

 

 

 

 

 

 

  

Membership of Professional Institutes 
Institute Level of Membership Year of Award 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

Other Experience 
Details should be given for any period not accounted for by full-time employment, education 

and training, e.g., unemployment or voluntary work 

Experience From/To 

 

 

 

 

 

 

 

 

 

 

 



Information in Support of Your Application 
If further space is needed, please continue on a separate A4 sheet 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



References 
Referee one Referee two 

Name: 

 

Name: 

 

Job Title: Job Title: 

 

Name of Organisation: 

 

Name of Organisation: 

 

Address: 

 

 

Post Code: 

Address: 

 

 

Post Code: 

Tel No: Tel No: 

Email Address: 

 

Email Address: 

How long have you known this person and in what 

capacity? 

 

How long have you known this person and in what 

capacity? 

Please note that referees will not be contacted prior to interviews. References will be taken up once an 

offer has been accepted by the successful candidate. 

Rehabilitation of Offenders Act 1974 
Please give details of any “unspent” convictions as defined in the Rehabilitation of Offenders Act 1974. 

Unless the nature of the position permits our Interview Panel to ask questions about your entire criminal 

record we only ask about “unspent” convictions. A criminal record will not necessarily be a bar to 

obtaining a position with the council.  

Additional Information 

Do you hold a current driving licence? Yes/No 

If YES, please state the type of licence you hold: 

 

Are you a car owner? Yes/No  

If no, do you have access to a car? Yes/No 

Do you have any current endorsements? Yes/No 

If yes, please specify: 

 



Declaration 
 

I declare that the information contained in the application form is true and correct. I understand that any 

false or misleading information, or omissions concerning criminal convictions, may disqualify my 

application or may render my Contract of Employment, if I am appointed, liable to revocation without 

notice. 

 

Data Protection: 

If I accept employment with Wokingham Without Parish Council, I consent to my personal information 

being held by them for the administration of my Contract of Employment (see GDPR statement below). 

 

Signed:                                                                           Date: 

 

Name: 

 

 

If this form has been completed electronically, please indicate your consent and, if you are appointed 

following an interview, please give the Chairman of the Council a signed copy to be held on the personnel 

file: Yes/No 

 

END OF APPLICATION FORM 

 

 

  



Wokingham Without Parish Council 

GDPR Privacy Notice for all Job Applicants 

 

 

Introduction 

As part of any recruitment process, Wokingham Without Parish Council collects and processes 

personal data relating to job applicants. The organisation is committed to being transparent about 

how it collects and uses that data and to meeting its data protection obligations under the General 

Data Protection Regulation (GDPR).  

The purpose of this privacy notice is to make all job applicants aware of how and why we collect and 

use your personal information, both during and after a job application process.  

What information does the organisation collect?  

The organisation collects a range of information about you. This includes:  

● your name, address, and contact details, including email address and telephone number.  
● details of your qualifications, skills, experience, and employment history.  
● information about your current level of remuneration.  
● whether or not you have a disability for which the organisation needs to make 

reasonable adjustments during the recruitment process.  
● information about your entitlement to work in the UK; and  
● equal opportunities monitoring information.  

 

The organisation collects this information in a variety of ways. For example, data might be contained 

in application forms, CVs, obtained from your passport or other identity documents, or collected 

through interviews or other forms of assessment.  

The organisation will also collect personal data about you from third parties, such as references 

supplied by former employers, information from employment background check providers including 

information from criminal records checks. The organisation will seek information from third parties 

only once a provisional job offer to you has been made and will inform you that it is doing so.  

Data will be stored in a range of different places, including on your application record, in HR 

management systems and on other IT systems (including email).  

Why does the organisation process personal data?  

The organisation needs to process data to take steps at your request prior to entering a contract 

with you. It also needs to process your data to enter a contract with you. In some cases, the 

organisation needs to process data to ensure that it is complying with its legal obligations. For 

example, it is required to check a successful applicant's eligibility to work in the UK before 

employment starts.  

The organisation has a legitimate interest in processing personal data during the recruitment 

process and for keeping records of the process. Processing data from job applicants allows the 

organisation to manage the recruitment process, assess and confirm a candidate's suitability for 

employment and decide to whom to offer a job. The organisation may also need to process data 

from job applicants to respond to and defend against legal claims.  

 



Wokingham Without Parish Council relies on legitimate interests as a reason for processing data and 

has considered whether those interests are overridden by the rights and freedoms of employees or 

workers and has concluded that they are not.  

The organisation processes health information if it needs to make reasonable adjustments to the 

recruitment process for candidates who have a disability. This is to carry out its obligations and 

exercise specific rights in relation to employment.  

For some roles, the organisation is obliged to seek information about criminal convictions and 

offences. Where the organisation seeks this information, it does so because it is necessary for it to 

carry out its obligations and exercise specific rights in relation to employment.  

The organisation will not use your data for any purpose other than the recruitment exercise for 

which you have applied.  

Who has access to data?  

Your information will be shared internally for the purposes of the recruitment exercise. This includes 

members of the Council, interviewers involved in the recruitment process, managers in the 

department with a vacancy and IT contractors if access to the data is necessary for the performance 

of their roles.  

The organisation will not share your data with third parties unless your application for employment 

is successful and it makes you an offer of employment.  

The organisation will not transfer your data outside the European Economic Area.  

How does the organisation protect data?  

The organisation takes the security of your data seriously. It has internal policies and controls in 

place to ensure that your data is not lost, accidentally destroyed, misused, or disclosed, and is not 

accessed except by our employees in the proper performance of their duties.  

For how long does the organisation keep data?  

If your application for employment is unsuccessful, the organisation will hold your data on file for six 

months after the end of the relevant recruitment process. If your application for employment is 

successful, personal data gathered during the recruitment process will be transferred to your 

personnel file and retained during your employment.  

Your rights  

As a data subject, you have a number of rights. You can:  

● access and obtain a copy of your data on request.  
● require the organisation to change incorrect or incomplete data.  
● require the organisation to delete or stop processing your data, for example where the 

data is no longer necessary for the purposes of processing.  
● object to the processing of your data where the organisation is relying on its legitimate 

interests as the legal ground for processing; and  
● ask the organisation to stop processing data for a period if data is inaccurate or there is a 

dispute about whether your interests override the organisation's legitimate grounds for 
processing data.  

 

What if you do not provide personal data?  

You are under no statutory or contractual obligation to provide data to the organisation during the 

recruitment process. However, if you do not provide the information, the organisation may not be 

able to process your application properly or at all.  



WOKINGHAM WITHOUT PARISH COUNCIL 

Print Advertisements for Parish Clerk  

 

 

 

 

 

 

 

 

 
Wokingham Without 

Parish Council 
 

Parish Clerk 

 

£39,568 - £42,503  

 
23 days annual leave, increasing to 26 days 

Local Government Pension Scheme 

We are looking for a dynamic and 

innovative individual to lead the Council 

into the future. The successful candidate 

will take overall responsibility for all the 

Parish Council’s administrative functions. 

Full time, permanent contract with flexible 

working, generous holidays, and attractive 

local government pension 

Closing date: Midnight Friday 9th December 

Interviews the following week 

For application form and information pack 

wokinghamwithout-pc.gov.uk or email: 

steve.milton@lgrc.uk 

 

mailto:steve.milton@lgrc.uk

