
CLERK TO THRIPLOW PARISH COUNCIL - JOB DESCRIPTION 

Role:   
 He or she is Administrator, Responsible Financial Officer and the "Proper Officer" 

referred to in Section 20 of the Local Government Act 1972, and as such is under a 
statutory duty to carry out all the functions, and in particular to serve or issue all 
the notifications required by law of a local authority's Proper Officer.  This position, 
in terms of responsibilities but on a smaller scale, is equivalent to that of Chief 
Executive to the District Council. 

  
 The clerk is expected to advise the Council on, and assist in the formation of, overall 

policies to be followed in respect of the Authority's activities and in particular to 
produce all the information required for making effective decisions and to implement 
constructively all decisions.  The person appointed will be accountable to the Council 
for the effective management of all its resources and will report to them as and 
when required.  The clerk will be responsible for all the financial records of the 
Council and the careful administration of its finances.

Responsibilities: 
 It is the Council's function to decide on matters of policy and to take collective 

decisions; it is the Clerk's responsibility to see that those decisions are carried out.  
In broad terms, he or she is responsible for the whole of the administrative side of 
the Council's work, including:- 

 a) Secretarial tasks; 
 b) Administrative, managerial and supervisory tasks required by the Council and  
  discharged between meetings; 
 c) Advising the Chairman and the council as a whole on procedural and legal 

matters; 
 d) Taking action to ensure the smooth running of Council affairs, if necessary 

without reference to a meeting; 
 e) Maintaining close liaison with the Chairman

Information about Thriplow Parish Council 
 The parish council has 9 parish councillors 
 The parish is divided into 2 separate Wards, namely Thriplow village and Heathfield  
 The parish council meets every 2 months throughout the year on the 2nd Monday of 

January, March, May (Annual parish council meeting), July, September & November.  
There is also an Annual Parish meeting usually held on the third Thursday in March. 

 This parish council is responsible for:- 
   
  Recreation ground(s) Yes in Thriplow village and at Heathfield, Heathfield          
                                                             and Ringstone Public Open Spaces 
  Other public open spaces  Thriplow village green and at Hurdles Way. 
  Village Hall No (The parish council is custodian trustee only) 
  The Thriplow Smithy Yes 
  Others (as at 31.3.2020) Village pump in Fowlmere Road, 3 bus shelters,  
   9 benches + 1 bench & picnic table in recreation ground 



   4 notice boards  

JOB SPECIFICATION 

A.  The responsibilities of the Clerk to Thriplow Parish Council include:- 
1. Meetings (secretarial tasks) 
a) Attend all formal meetings of the Council.   
b) After consultation with the Chairman issue Agenda for each meeting detailing 

matters in progress, new issues and including any financial payments required, at 
least 4 clear working days before the meeting.  Agendas to be issued to all Parish 
councillors, District and County councillors and posted on notice boards in Thriplow 
village and Heathfield. 

c) Prepare minutes of each meeting, if necessary in consultation with the Chairman.  
Circulate minutes to councillors and post on public notice boards within 7 days of the 
meeting 

d) From time to time issue agreed statements to the Press (either directly or through 
an appointed Councillor) 

e) Report on general correspondence and information received and arrange its 
circulation if required. 

2. Meetings (advisory role) 
a) Ensure that the procedure of the Council is conducted in accordance with current 

regulations 
b) Advise the Chairman and Councillors as required on procedural, legal or executive 

matters.  (There are official Local Council handbooks, together with regular 
information from the National Association of Local Councils and the Cambridgeshire 
& Peterborough Association of Local Councils and occasional circulars for guidance)

c) Keep abreast of new regulations and know where to seek advice from appropriate 
officers at District and County level 

3. Action between meetings 
a) Write letters, make and receive telephone calls or take other appropriate action in 

order to carry out resolutions or instructions of the Council. 
b) Ensure that services provided by the Council are properly carried out (e.g. grass 

cutting) - either directly, through a sub-committee or a designated councillor. 
c) Take appropriate action on reported faults or complaints (e.g. lights, blocked drains, 

fly-tipping, litter, etc.) and keep a log of parishioners' problems and action taken in 
order to report back to the next meeting. 

d) Liaise regularly with the Chairman in order for him/her to be kept up to date about 
all on-going matters. 

4. Planning 
a) Receive planning application consultations from the District Council 
b) If necessary, consult with the chairman to ascertain whether a Special Meeting may 

be required. 
c) Arrange rapid circulation of planning applications with a clear 'return-by' date or 

arrange a Special Meeting if necessary 
d) Enable interested parties (e.g. neighbours) to view plans 



e) Summarise comments made by Councillors and convey their intention faithfully to 
the District Council's Planning department.

f) Report at Parish Council meetings the responses returned, planning decisions received, any 
planning appeals notified and their eventual outcome.

5. General Administration 
a) Ensure that legal, statutory and other provisions governing or affecting the running 

of the council are observed.  Keep parish council standing orders under review and 
act in accordance with their requirements. 

b) Maintain up to date minutes to meet statutory requirements 
c) Ensure that the Council's obligations to insure are properly met 
d) Maintain orderly filing system to enable documents to be retrieved efficiently if 

required by self, Chairman or any councillor 
e) Ensure that any secretarial equipment provided by the Council for the Clerk's duties 

is kept in good repair and working order. 
f) Attend such training courses (at the Council's expense) as deemed necessary for 

increased knowledge or efficiency. 
g) Put in hand arrangements for notices of elections and the filling of casual vacancies. 
h) Notify the District Council planning department of clerks holiday dates and arrange 

for planning applications to be sent to an agreed councillor whilst clerk away.  Also 
make arrangements for the clerk's parish council duties in general to be covered 
during the holiday period (normally by the chairman or vice chairman) 

i) To supervise any other member(s) of staff in keeping with the policies of the Council and to 
undertake all necessary activities in connection with the management of salaries, conditions of 
employment & health & safety issues.

6.  Financial Administration 
a) Maintain up to date accounts records to meet statutory requirements 
b)  Monitor and balance the Council's accounts and prepare records for audit purposes 

and VAT. 
c) Prepare statements of accounts for inspection at meetings 
d) Prepare income and expenses forecasts and recommended precept requirement for 

the forthcoming financial year to be presented for councillors' approval at the 
January meeting 

e) Pay properly authorised accounts and claims promptly 

7. Remuneration 
 The level of remuneration is based on NALC salary scale recommendations and is 

reviewed annually by the Council.  It should reflect the number of hours reasonably 
expected for someone of good average ability to discharge the duties of a Clerk in 
this relatively small parish.  The number of hours in any one week cannot be 
predicted and so may fall unevenly throughout the year.  Expenses (e.g. telephone 
calls, postage, stationery, mileage) are claimed separately. PAYE and National 
Insurance (if applicable) are to be calculated in accordance with HMRC 
requirements. The opportunity to belong to a pension scheme will be offered. 



B. THE PERSON 

 The Council would expect to appoint an efficient, well organised person, preferably 
with some word processing skills and basic knowledge of simple book keeping. He or 
she should have an interest in parish and local affairs, be able to take initiatives and 
deal tactfully with members of the public and with Council Officers.  A good 
measure of common sense and clear thinking, together with a willingness to learn on 
the job and to attend any necessary training courses would be helpful.  It is an 
advantage if the clerk has adequate space to house a fairly substantial filing system 
in their home but there is also a large four drawer parish council filing cabinet in the 
village hall office.  Members of the Council and/or the outgoing clerk are willing to 
help and guide a new and inexperienced clerk in the initial stages of the job. 


