ASSISTANT CLERK/ RESPONSIBLE FINANCIAL OFFICER
15 hours per week 
LC17 £12.94 per hour rising to £14.90 per hour after a successful probationary period
20 days holiday plus public holidays pro rata
An opportunity has arisen to join the friendly and dynamic team at Kimberley Town Council in the role of Assistant/Clerk/RFO. The post will be responsible for all the financial records of the Council and the careful administration of its finances.
Duties will include:
· Managing the annual budget and preparing reports for the Council and audit purposes.
· Managing the monthly payroll. 
· Ordering, receiving and paying for goods and services and issuing invoices for goods and services provided by the council.
· Manage the Council’s bank account
We are looking for someone who has experience of the above duties and who is able to work to high standards of accuracy and probity. The ability to work outside normal office hours is essential. The successful candidate will be proficient in the use of MS office and financial accounting systems. A good standard of education (minimum GCSE Maths and English at Grade C or above or equivalent) is required. This post would suit someone who has previously worked as an RFO but this is not essential.
Application by CV, please address all the requirements in the person specification which is available along with the job description. Send to theclerk@kimberley-tc.gov.uk 
Closing date:  27th June 2022
Interview date: In the week beginning 11th July 2022
