Somercotes Parish Council
Clerk
Person Specification
	
	Essential
	Desirable 

	· Educational Qualifications
	· Good general education:
· 3 GCSE’s or equivalent including maths and English	

	· Educated to degree or professional level
· Certificate in Local Council Administration (CiLCA)
· Recognised qualification in Local Government Administration

	· Work Experience
	· Managing People
· Experience of accounts and book-keeping
· Experience of dealing with members of the Public
· Experience in a relevant environment that involves attending meetings and following procedures

	· Previous Local Government experience
· Experience of managing meetings
· Health & Safety procedures awareness
· Organising public events

	· Skills/Knowledge 
	· Problem solving skills
· Managing people skills
· Good communication skills, including verbal, written and listening skills
· Numeracy skills to analyse figures, prepare accounts and check invoices 
· To present information, provide written reports
· Experience in dealing with difficult members of the public 
· IT skills to produce documents, reports 
      and statistical reports      in MS Word and Excel







	· Knowledge of legal, statutory and other provisions governing or affecting the council
· Experience of working with websites
· Knowledge of Local Government legislation; Data Protection Act; Freedom of Information Act; Employment Law and other relevant legislation.
· Creativity and design skills to produce Newsletter and Notices

	· Attitude
	· Ability to attend meetings of the Council and its committees which are held in the evening and to work flexibly according  to the needs of the Council 
· Willingness to work co-operatively with council members 
· Positive forward thinking attitude.
· Collaborative approach

	· 



