
Further Particulars for the role of Assistant Parish Clerk (February 2019) 

Assistant Parish Clerk Vacancy 
 

The Parish Council seeks an Assistant Clerk. This new role will focus on 
communications, as well as providing administrative support and cover in 
the absence of the Clerk. Key duties include: 
 

 Administering the Parish website and Thakeham Community Facebook 
page 

 Drafting the quarterly Parish Bulletin and liaising with local community 
groups and media  

 Assisting with managing land and buildings owned by the Parish 
Council, and supporting other projects 

 In the absence of the Clerk, covering some PC meetings and general 
administrative duties. 

 
The role-holder will need to offer good written and verbal communication 
skills, computer literacy including social media expertise and must be able 
to work independently.  S/he will need the aptitude to learn the PC’s office 
systems and how the work of the PC relates to other local government and 
external agencies.    
 
Location: mainly working from home but occasionally from the 
Parish Office in the new Village Hall (Abingworth) 
Hours:  5 hours/week (on average, but flexibility will be needed) 
Salary: Local government scale SCP 22-25. (£11.22-12.39 per hour), 
paid monthly. 
 

Applications should be submitted by Friday 1 March. Interviews will be 
held in mid-March with a view to the successful candidate beginning 
work in April 2019.  For further particulars and details of how to apply, 
or to find out more about the role, contact the Parish Clerk, Owen 
Richards (clerk@thakehamparish.co.uk / 01798 815305 – or call in at the 
Parish Office).  
 
 
. 
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Job Description- Assistant Clerk 
 
Reporting to the Clerk to Thakeham Parish Council 
 
Role Summary 
To provide support to the Clerk to the Council primarily in the area of communication and social media 
and project-based activities. In the absence of the Clerk the role will provide basic administrative cover. 
 
Principle duties 

 Administer the Thakeham Parish Website 

 Act as administer and monitor activity on the Thakeham Community Facebook page, making responses 
and postings on behalf of the Parish Council 

 Monitor the social media activity of WSCC, HDC and our neighbouring parishes, bringing to the Clerk’s 
attention anything relevant for Thakeham. 

 Liaise with all media outlets used by the Council 

 Prepare the quarterly Parish Newsletter  

 Take notes of Committee, Group and ad hoc meetings 

 Follow filing conventions of the Clerk’s office 

 Assist in administration of, and prepare basic financial reports for, ad hoc and delegated projects (e.g. 
new playground development) 

 Have general understanding of the workings of the office in order to provide cover 

 Keep abreast of all correspondence sent to Parish Councillors, and the notes of all the meetings of the 
Council and its sub-committees/groups to keep abreast with everything that is happening in the Parish 

 Assist the Clerk with the monitoring/managing the condition of the land and buildings owned by the 
Parish Council, liaising with building users and contractors 

 Assist Clerk with the implementation/coordination of the Parish Emergency Plan 

 Deputise for Clerk during his absence due to holiday or sickness  
(monitor email and communication to the office, answer the office telephone (possibly through re-
direction of phone), take notes at scheduled meetings, undertake any essential work as directed by the 
Chairman or Deputy Chairman of the Council.) 
 
Person Specification 
 
Essential 

 Good written communication 

 Clear speaking voice, ability to communicate well face-to-face with general public in a polite and 
respectful manner 

 Knowledge of social media  

 Computer literate 

 Able to work independently 

 Ability to be flexible over hours 
 

Desirable (must be willing to learn) 

 website management 

 Excel skills 

 Knowledge of local government and rules relating to Parishes 
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Other information  
 
Work location: given limited office space (currently and in the new Village Hall), it is envisaged that the 
role-holder will work mainly from home, except when cover is needed in the Parish office (location in 
Thakeham Village Hall). Given this, and the focus on local communications, applicants resident in within a 
~10 mile radius of Thakeham may be advantaged. The role-holder will be expected to already have an 
adequate home work space, telephone land-line and mobile, and relevant equipment including PC with 
standard home office desktop applications and internet access. The role-holder is expected to have his/her 
own means of travel to access central Thakeham as required. See expenses below.   
 
Hours: 5 hours/week (on average, and subject to further review).  Flexibility will be needed in terms of 
when hours are worked, with the likelihood of some ‘bunching’ of hours in certain weeks (and sometime 
unpredictably).  The role-holder will need to be contactable during the working day, Monday-Friday.   
 

Development: opportunities for training and learning about the role of Parish Clerk will be available. 
There may be scope over time for the role to increase in hours and responsibilities as the Parish grows.  
 

Support: the role-holder will be supported by the Clerk, and will also benefit from the 
expertise/experience of members of the Parish Council, however, legal responsibilities usually fall on the 
Clerk (and by extension, the new role-holder) and cannot be taken-over by councillors. 
 

Salary, Pension, Tax: this role will be remunerated on the local government scale SCP 22-25. (£11.22-
12.39 per hour currently), to be paid monthly direct to the role-holder’s bank account.  The hours of this 
role will fall below the threshold for pension contributions, and likewise national insurance payments – 
therefore the role-holder will need to make his/her own arrangements to maintain NI contributions.  The 
salary may or may not attract PAYE deductions, depending on any other employment/income that the 
role-holder may be receiving.   
 
Expenses will be covered for direct costs relating to carrying-out the duties of the role, including a 
proportionate contribution to telephone/broadband and home software application license costs.  A 
mileage allowance is payable (currently at 0.45p/mile) for non-routine car travel.  That is, if the role 
develops to feature a pattern of regular hours at the PC office, routine commuting linked to this will not 
qualify for mileage allowance, but other irregular use of the role-holder’s own vehicle will be allowable. 


