Nash Parish Council

Vacancy for Clerk/Responsible Financial Officer

Applications are invited for the part-time role of Parish Clerk/Responsible Financial Officer.  An overlap period with the current clerk can be arranged so as to facilitate a handover.  Previous experience is not essential as training is available if required.
The Clerk/Responsible Financial Officer is responsible for administration, correspondence, and finance, including preparation of agendas and minutes; book-keeping; preparing and maintaining budgets; liaising with Aylesbury Vale District Council and Buckinghamshire County Council, local organisations, and Nash residents. The Council meets bi-monthly six times a year in the evenings and also holds the Annual Parish Meeting in May. The Clerk is expected to attend each of these meetings. The hours are flexible and are expected to average over the year about six hours per week. There will be a need to work from home with the Council providing a laptop and printer for this purpose.

Candidates should have access to the internet and be able to use Word and Excel (or suitable alternative packages) and also be self-motivated and able to work to deadlines. 

The position is salaried at hourly rate of between £9.80 to £12, depending on experience.

For a copy of the job description please contact John Hamilton Tel. 0795 2318497 or email nashparishclerk@gmail.com
In order to make an application please apply in writing to the Chairman, Cllr Mike Williams, at Phoenix Lodge, 36 Holywell Cottages, Thornton Road Nash MK17 0EY or by email to mike@phoenix-lodge.com

