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Person Specification – Clerk to the Council
	Category
	Essential Attributes
	Desirable Attributes

	1. Educational Qualifications
	· Good standard of education and professional development

	· Educated to graduate level/ equivalent or equivalent experience
· Appropriate management, administration or professional qualification, Certificate in Local Policy or higher-level qualification*


	2.  Experience
	·  Ability to provide leadership and strategic thinking.
·  Ability to prioritise work, set targets, achieves positive outcomes and organise resources effectively.
	· Previous experience working as a Town or Parish Clerk or in a principal local authority with a clear focus on community service, partnerships and outcomes.
· Evidence of successful partnership working.
· Evidence of project management.
·  Practical experience of arranging committee meetings, writing minutes, report writing and standing orders.
· Knowledge of local council legislation.


	3. Personal Qualities
	· Excellent interpersonal qualities with the ability to influence advise and motivate others. 
· Ability to deal with difficult or angry people in a professional manner.
· Self-motivated
· Ability to recognise sensitive situations and deal with them appropriately.

	· Enthusiasm and innovative qualities.
· Evidence of effective negotiating skills.
· Business perspective and acumen.
· Clear thinker with well-developed assertiveness skills.


	4. Communication Skills
	· Excellent oral and written communication skills, including an ability to relate to, and communicate with third parties, members of the public and external agencies. 

	· Provide objective advice in meetings in a timely and coherent manner, including analytical report writing and analysis.
· Confidence in social media communication

	5. Information Technology
	· Experience in Microsoft Office packages.
	· High level MS skills and knowledge of Word Press.

	6. Finance
	· Awareness of budget setting and financial management.
	

	7. Professional Relationships
	· Ability to instruct and manage relationships with external professionals such as auditors, solicitors and consultants.
	

	8. Other
	·  Willingness to work varied hours to meet the needs of the post and work in evenings.

	· Knowledge of local area.




*The Council will make it a condition of employment that if the appointee does not hold the Certificate in Local Government Administration, or a higher qualification, that this is obtained within eighteen months of appointment.
This is considered critical as the Community Council may wish to use the ‘General Power of Competence’ for which a qualified Clerk is required (The Parish Councils (General Power of Competence) (Prescribed Conditions) Order 2012)
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