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Person Specification
CLERK TO THE COUNCIL AND RESPONSIBLE FINANCE OFFICER 
Qualifications, knowledge, and experience
· Must hold the Certificate in Local Council Administration or be prepared to work towards obtaining it on appointment within 1 year of commencement. 
· Able to demonstrate good literacy and numeracy skills.
· Evidence of policy and strategy advice and development. 
· Relevant organisational and administrative experience in a structured environment
· Able to manage staff and show leadership skills.
· Experience of dealing with the public and working on own initiative. 
· Demonstrable experience of formal Committee work, agenda preparation and minute taking.
· Project management experience.
· Sound budget preparation, management, and financial control systems experience. 	
· Awareness of the governance, operational, legal and financial framework in which the Council operates including local authority planning procedures.
· Awareness of employment, equality, health and safety and data protection legislation.
· Awareness and understanding of importance of good public relations and how to raise the Council’s profile in the community.  
 Qualities and Attitudes 
· Self-reliant and self-motivated with the drive, determination and initiative to achieve results and motivate others with minimal supervision.
· Trustworthy with confidential information.
· Ability to develop and maintain good relationships with staff, councillors, external bodies, contractors and the public.
· Excellent written and oral communication and presentational skills
· Ability to develop, implement and monitor effective systems and procedures
· Ability to produce understandable and concise written reports on complex topics.
· Ability to organise and prioritise own and others work.
· IT literate (Working knowledge of Microsoft Office products, websites, and social media)  
Special Conditions 	 
· Willingness to work and/or attend Committees and other meetings and functions in evenings.
· Prepared to work varied hours to meet the needs of the post.
· Willingness to work from home and provide some space for the secure storage of office equipment and relevant files. 
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