Parish Clerk and Responsible Financial Officer (RFO)
Tolleshunt Knights Parish Council

Part-time | 20 hours per month | Salary LC Scale [20-29] pro rata

Tolleshunt Knights is a rural village in the north west of Maldon District situated between
Maldon and Tiptree. We have a population of just over 1,000 residents, attractive
countryside, and a rich local history dating back to Saxon and Norman times.

Tolleshunt Knights Parish Council is seeking an enthusiastic, organised, and community-
focused individual to serve as Parish Clerk and Responsible Financial Officer (RFO).

The Parish Clerk is the council’s administrative and legal officer and plays a key role in
supporting councillors, ensuring the council operates lawfully and effectively.

Main responsibilities

» Preparing agendas and minutes for council meetings

» Providing procedural and legal advice to councillors

» Implementing council decisions and managing day-to-day administration

« Managing the council’s finances, budgets, accounts, and audit processes

» Raising payments to suppliers and parish council employees

» Maintaining council records and policies

« Liaising with residents, suppliers, local authorities, and outside organisations
« Managing correspondence, and statutory notices

« Supporting projects and initiatives within the parish

» Ensure compliance with relevant legislation, including Local Government Acts, Data
Protection legislation, Freedom of Information requirements, and the Parish
Council’s Standing Orders and Financial Regulations

« Carry out other duties as reasonably required by the parish council

The ideal candidate will have

» Excellent administrative and organisational skills

« Strong written and verbal communication abilities



« Financial management and bookkeeping experience

« Good IT skills, including Microsoft Office and email systems

« The ability to work independently and prioritise workloads

» Experience as a parish clerk or in local government administration is essential

« A Certificate in Local Council Administration (CiLCA) is desirable but not essential

» The ability to run payroll for the clerk’s salary would be desirable but not essential

Whilst the parish council would welcome applications from experienced clerk/RFO’s,
training support will be available for the right candidate. There is an expectation that the
clerk will either have or be willing to work towards the CiLCA.

The role is primarily home-based with flexible working hours/days. Attendance is required
at evening council meetings, usually held on the third Monday of every month in the village
hall.

To Apply

Please send a CV and covering letter outlining your suitability for the role to:
tkpcclerk@gmail.com

For an informal discussion please contact:
tkpcclerk@gmail.com

Closing Date: Applications will be considered on a rolling basis

Shortlisted candidates will be invited to attend an interview with the parish council.


mailto:maddie.thompson@tkpc.org.uk

