
Ta#ngstone Parish Council Parish Clerk and RFO Job Descrip<on 

Overall Responsibili<es  

The Parish Clerk will be the Proper Officer of the Ta6ngstone Parish Council 
and as such is under a statutory duty to carry out all the func<ons, and in 
par<cular to serve or issue all the no<fica<ons required by law of a local 
authority's Proper Officer.  

The Parish Clerk will be totally responsible for ensuring that the instruc<ons of 
the Council in connec<on with its func<on as a Local Authority are carried out. 
The Clerk is expected to advise the Council on, and assist in the forma<on of, 
overall policies to be followed in respect of the Authority's ac<vi<es and in 
par<cular to produce all the informa<on required for making effec<ve 
decisions and to implement construc<vely all decisions.  

The person appointed will be accountable to the Council for the effec<ve 
management of all its resources and will report to them as and when required. 

The Parish Clerk will also be the Responsible Financial Officer, who is 
responsible for all financial records of the Council and the administra<on of its 
finances.  

Specific Responsibili<es  

1. To ensure that statutory and other provisions governing or affec<ng the 
running of the Council are observed.  

2. To ensure that the Council's obliga<ons for Risk Assessment are properly 
met.  

3. a. to prepare, in consulta<on with appropriate members, agendas for 
mee<ngs of the Council and any Parish Mee<ngs, public mee<ngs or 
assemblies. 

 b. to aOend all mee<ngs of the Council and all mee<ngs of its commiOees and 
subcommiOees, any Parish Mee<ngs, public mee<ngs or assemblies.  

c. To prepare minutes for mee<ngs aOended for approval and where 
appropriate to implement Council decisions.  

4. To receive correspondence and documents on behalf of the Council and to 
deal with the correspondence or documents or bring such items to the 



aOen<on of the Council. To issue correspondence as a result of instruc<ons of, 
or the known policy of the Council.  

5. To maintain the Council’s Approved List of Contractors; to seek tenders for 
goods, works and services as required by the Council; to report thereon and to 
appoint and manage Contractors in accordance with the Council’s decisions 
and its Standing Orders and Financial Regula<ons.  

6. To study reports and other data on ac<vi<es of the Council and on maOers 
bearing on those ac<vi<es. Where appropriate, to discuss such maOers with 
administrators and specialists in par<cular fields and to produce reports for 
circula<on and discussion by the Council.  

7. To draw up both on his/her own ini<a<ve and as a result of sugges<ons by 
Councillors, proposals for considera<on by the Council and to advise on 
prac<cability and likely effects of specific courses of ac<on.  

8. To monitor the implemented policies of the Council to ensure they are 
achieving the desired result and where appropriate suggest modifica<ons. 

 9. To act as the representa<ve of the Council as required.  

10. To prepare, in consulta<on with the Chairman, press releases about the 
ac<vi<es or decisions of the Council.  

11. To aOend training courses or seminars on the work and role of the Clerk as 
required by the Council.  

12. To con<nue to acquire the necessary professional knowledge required for 
the efficient management of the affairs of the Council.  

13. To maintain and manage the Parish Council’s social media pla[orms.  

Ta#ngstone Parish Council Responsible Financial Officer Du<es and 
Responsibili<es  

The Responsible Financial Officer (RFO) is ul<mately accountable to the Parish 
Council for the proper execu<on of his / her du<es but should work in close 
liaison with nominated Councillor/s to ensure the effec<ve management and 
control of Parish Council financial affairs. Par<cular du<es as RFO include:  

❖ Compila<on of proper financial records including statutory accounts, VAT 
and payroll.  



❖ Payment of invoices.  

❖ Crea<on of invoices.  

❖ Monitoring the allotment monies.  

❖ Managing the Councils bank accounts.  

❖ Tender, purchasing and contract ac<ons.  

❖ Crea<ng the budget and financial commitment analysis. ❖ Monitoring and 
repor<ng the financials.  

❖ Prepara<on of the annual return for Council considera<on.  

❖ Presen<ng the financials at the AGM.  

❖ Liaison with the internal and external auditor.  

❖ Arranging insurance cover (subject to council’s approval).  

❖ Maintaining and repor<ng on the risk management schedule.  

❖ Ensuring compliance with Ta6ngstone Parish Council Financial Regula<ons 
and other rules and regula<ons.  

❖ Maintaining the Council’s Asset Register.   

❖ Ad hoc tasks of a financial nature as required.


