BISHOP’S CASTLE TOWN COUNCIL

TOWN CLERK
PERSON SPECIFICATION
	Competency
	Essential
	Desirable
	Measured by:

	Education, professional qualifications and training
	· Possession the Certificate in Local Council Administration (CiLCA)

· High level of numeracy and literacy

· Proficient in the use of IT 

· Proficient in the use of the internet


	· GCSE, GCE ‘0’ Level, or equivalent, in Mathematics and English

· Qualification in  Administration
· RBS Rialtas Alpha Financial Package

	Application Form



	Experience
	· Experience of working for a Town, Parish or Community Council

· A sound working knowledge of Local Government

· Experience or knowledge of preparing agendas and taking minutes

· Experience of book keeping

· Experience of dealing with public


	· Knowledge of the planning process

	Application Form, interview and Reference



	Skills and abilities


	· Excellent organisational skills

· Ability to communicate effectively at all levels, both orally and in writing

· Ability to respond to high levels of demand 

· Respect for confidential matters
· Mature outlook
	· Ability to work effectively on your own 
· Motivated and enthusiastic about the local community’s aspirations

	Application Form, references and interview



	Circumstances
	· Available to attend evening meetings

· Flexible approach to working hours

· Willingness to undertake development opportunities 
	· Ability to attend meetings to represent the Parish Council
	Application Form, references  and interview




