REMPSTONE PARISH COUNCIL

Vacancy for Part-Time Clerk
to commence 1st April 2012

18.25 hours per month

Salary £1,870 per annum
Rempstone Parish Council serves a population of approximately 400 with a current precept of £4,900.  There is occasional contact with neighbouring Parish Councils.
The Council of seven is looking for a locally based candidate with administrative experience to provide a full supporting role.  Good communication and administrative skills are required with IT and financial accounts experience as the work does incorporate the role of Responsible Financial Officer (RFO).  Some evening work is required as the minimum of six Parish Council meetings are held in the Village Hall at 7.30 pm.  Extra meetings may be required for Planning issues.
There will be a fully equipped small parish office in the new Village Hall providing the benefit of flexible working arrangements and Mrs Walker is prepared to give initial support throughout a handover period. 
The workload includes:

· Meetings administration (notices, agendas, minutes).

· Correspondence (largely now by email)

· Accounts and financial management

· Procedures of Local Government Law (manual available)
Apply to Mrs Walker by 31st January 2012

who would also be pleased

to supply further details.
Mrs Jenny Walker, Clerk to the Council

“The Cottage”, 35 Main Street,
 Rempstone, Loughborough,

Leics.  LE12 6RH.
  Tel:  01509 880097
Email: dmandjmwalker@tiscali.co.uk

