
Kimberley Town Council
Job title: Assistant Clerk/Responsible Financial Officer (RFO)
Location: Parish Hall, Newdigate Street, Kimberley
Hours of work: 15 hours per week
Salary:  £12.95 per hour (LC1) rising to £14.90 per hour subject to a successful probationary period. Pro rata. 
Holidays: 20 plus public holidays pro rata
Reports to: Town Clerk
Job summary
This new, substantive post will be responsible for all the financial records of the Council and the careful administration of its finances.
Main responsibilities
1. Manage the annual budget for the Parish Council and prepare financial statements as required.
2. Monitor and balance the Council’s bank accounts and prepare records for audit and VAT purposes.
3. Ensure that the correct financial records are kept, financial regulations are adhered to and that internal checking regimes are established.
4. Order and receive goods and report on invoices for goods and services to be paid for by the Council and ensure that such accounts are settled in a timely manner.
5. Creating and issuing invoices on behalf of the Council, to ensure payment is received and recorded.
6. Research and bring forward opportunities to apply for grants to support programme aspirations.
7. Manage the monthly payroll, PAYE and pension requirements, ensuring full compliance with HMRC regulations.
8. To ensure that statutory and other provisions affecting the running of the council are observed.
9. To attend meetings of the council and meetings of its finance committees and sub-committees as required. (Note that these are usually in the evening).
10. To implement the policies of the council and monitor to ensure they are achieving the desired results and, where appropriate, recommend changes.
11.  To assist the Town Clerk as required.
Person specification
	
	Essential
	Desirable

	Skills
	Attention to detail.
High level of accuracy
Financial record keeping
Ability to work outside normal office hours

	

	Knowledge and experience
	Experience of payroll management
Experience of raising and paying invoices
Experience of budget management
Evidence of researching grant opportunities
Proficient in the use of Microsoft Office.
Proficient in the use of accounting software.
	Previous experience of working as an RFO
Knowledge of statutory and legal frameworks that apply to local councils.
Experience of administrative work iin the voluntary sector.

	Qualifications
	Good standard of education evidenced by GCSEs including GCSE Maths and English at grade C or above, or equivalent 

	Certificate in local council administration
A levels or equivalent
A recognised financial qualification


