
 

JOB DESCRIPTION 

JOB TITLE: Town Clerk and Responsible Financial Officer 

SALARY: LC 3 (SCP 37 - 41) £40,876-£44,863 p.a. 

 

JOB SUMMARY: 

This is the lead professional role within Sawbridgeworth Town Council, and encompasses a 

wide ranging, demanding workload comprising the following key areas. 

A: As designated proper officer 

B: Strategic leadership 

C: Managing resources and delivering services 

D: Governance 

E: Statutory compliance 

RESPONSIBLE TO: Council 

DUTIES AND RESPONSIBILITIES: 

A. As designated Proper Officer (carrying out all the functions conferred on the Proper 

Officer Statute or otherwise). 

This includes:- 

1. Civic ceremonial duties, including civic reception for Town Twinning 

2. Giving legal and financial advice to the Council 

3. Contract negotiations 

4. Electoral Services 

5. Develop and maintain the Council’s constitutional arrangements for the conduct of 

business 

B. Strategic Leadership 

1 To have oversight for the scoping, agreement and delivery of the Town Council Action Plan 

2016-2020. 

2. To lead on collaboration, and networking, with other organisations locally. 



3. To lead on managing complex or challenging issues with other organisations locally on 

behalf of the Council, and the community. 

4. To attend conferences and training courses, underpinning the strategic and operational 

role of the Town Clerk, as authorised by the Council, and to represent the Council at 

conferences, external meetings, public inquiries and similar events, with feedback to the 

Council. 

5. To liaise with media organisations as necessary, to maintain the Council’s reputation and 

profile. 

C Managing resources and delivery of services 

1. To prepare, present, agree and monitor spending against, the Council’s Annual Budget. 

2. To fulfil the requirements of the Responsible Financial Officer role (section 151 Local 

Government Act 1972) including accounting, PAYE administration, VAT recording/recovery 

and otherwise in accordance with accounting and auditing regulations. 

3. To ensure that the Council provides good value for money locally, through deployment of 

staff, and use of other resources, to match the agreed programme of activity. 

4. To be responsible for all Human Resource matters, including terms and conditions, 

training, development, appraisal and progression (via Appointments and Appraisal 

Committee as required) , mentoring and supporting staff in handling day to day issues that 

require attention. 

5. To ensure that all services provided by the Council, or on behalf of the Council, meet the 

reasonable expectations of the Council and the community. 

6. To prepare and keep up to date the register of Council property, securing regular inspection 
and maintenance (this includes offices, leased premises, cemetery, allotments, vehicles, 
other machinery and equipment). 
 
7. To oversee the provision and maintenance of fit for purpose IT equipment and support. 

D. Governance 

1. To directly provide, or oversee, effective and efficient arrangements for the conduct of all 
Council business, including the preparation of agenda, reports and minutes/actions arising. 
 

2. To attend meetings, advise as necessary and ensure that all decisions made by the 

Council, it’s Committees and Sub- Committees are carried out effectively. 

3. To provide support and organise training for Councillors and staff in undertaking their 

roles such as codes of conduct, use of social media on which the Town Council has a 

monitoring role). 

4. To receive all correspondence and documents such as consultations on behalf of the 
Council and to act on them accordingly and in collaboration with members. 
 



 5. To be the custodian of Town Council records, deeds, plans and similar documents 
requiring retention and safe keeping. 
 

E. Statutory Compliance 

1. To be responsible for ensuring that all statutory requirements, and other provisions 
governing the Council are complied with in areas such as equalities, insurance, risk 
assessment, emergency planning. 
 
2. Financial and HR compliance see C2 and C4 above. In addition to these functions the 
Town Clerk will ensure continuation of service by direct involvement in customer and 
community engagement such as reception/triage, events. Such other duties within the 
range and scope of the role as may be required from time to time.  
 

Town Clerk and Responsible Financial Officer 

PERSON SPECIFICATION 

QUALIFICATIONS/TRAINING 

Relevant financial, professional, management/administration qualification CILCA or 
intention to undertake. 
 

EXPERIENCE/KNOWLEDGE 

It is essential that the post holder has 

 Extensive experience in business administration at a senior level, including 
leadership, management of resources and service delivery 

 An excellent understanding of working with or for elected representatives. 
 

 It is desirable that the post holder has or acquires 

 Strong knowledge of the local environment 

 Good understanding of organisations providing services locally 

 Experience at conducting business within the local government setting. 
 

SKILLS AND ABILITIES 
 

It is essential that the post holder can demonstrate 

 Ability to plan, manage and report on use of resources 

 Maintaining a high standard of work whilst handling multiple tasks 

 Ability to build and maintain effective working relationships with a wide range 
of partner organisations in collaboration at a senior level 

 A strong community and customer focus 

 An ability to negotiate effectively 

 An ability to seek and find solutions to complex challenges. 
 

PERSONAL ATTRIBUTES 
 

It is essential that the post holder has 
 

 Ability to manage a large and variable workload through excellent personal organisation 



 Fully understands the need for impartiality when advising Council/Councillors on any 
issue under discussion 

 High level of self- motivation 

 Commitment to a team based approach 

 A passion for community leadership 

 Has a good understanding of equality and diversity issues and application 

 Is discreet, diplomatic and professional at all times 

 Determination to achieve the best possible outcomes in delivery of programme 

 Is able to work outside of normal working hours to meet the needs of the role.  
 

TERMS 
  

Salary with grade LC 3 (SCP 37-41 £40,876 - £44,863 p.a.) 
  
HOURS 

 

 37 hours per week. Normal working hours are 08:30 to 16:00 Monday to Friday with a 
requirement to work outside of these hours e.g. attendance at events in carrying out 
the role. 
 

ANNUAL LEAVE 
 

 21 working days (25 working days after 5 year’s continuous local government service 
prior to the commencement of the leave year) plus two additional statutory days to 
be taken each year. 
 

DURATION OF APPOINTMENT 
 

 Permanent. 
 

PENSION SCHEME 
 

 NEST 
 

CASUAL CAR USER ALLOWANCE 
 

 No 

LOCATION 

 Town Council Offices, Sawbridgeworth, with a requirement to visit other sites as 
necessary in line with duties set out above. 

This is a description of the job as it is at present constituted. It is the practice of this 
Council to periodically examine employees’ job descriptions and to update them to ensure 
that they relate to the job as then being performed, or to incorporate whatever changes are 
being proposed. Management in consultation with the employee conducts this procedure. It 
is the Council’s aim to reach agreement to reasonable changes. 
 
 


