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Recruitment Pack
Clerk to the Council and Responsible Financial Officer (RFO)
Chairman’s Foreword
Worplesdon Parish Council is committed to maintaining a professional, respectful, and supportive working environment.  This recruitment pack sets out not only the duties of the Clerk to the Council, but also the values and behaviours that underpin how the Council works.
The Clerk plays a pivotal role in the life of the Council.  In addition to strong governance and management skills, we are seeking an individual who will lead with integrity, kindness, emotional intelligence, and professionalism, and who will contribute positively to a collaborative team culture.
Applicants are therefore encouraged to read the accompanying Person Specification (Working Style, Values and Cultural Fit) specification carefully, as this forms an important part of our assessment process and reflects the Council’s commitment to staff wellbeing and good governance.
If this opportunity interests you and you would like to apply, please download the recruitment information pack (which includes the application form) from the Parish Council website at www.worplesdon-pc.gov.uk.
Any candidate who notifies us of a disability and meets the minimum essential criteria for the role is guaranteed an interview in compliance with the Equality Act 2010.  If you consider yourself to have a disability, please notify us separately of any arrangements you may need to assist you if selected for interview.
For an informal conversation about the role, please contact the Parish Council office on 07487 686903 or email the Chairman of the Council, Cllr Nigel Mitchell: cllr.nigel.mitchell@worplesdon-pc.gov.uk.
The closing date for the receipt of completed application forms is Friday 15th May 2026 at 5pm.


Recruitment Information Pack
Job vacancy: Clerk to the Council and Responsible Financial Officer (RFO)
Thank you for your interest in this vacancy.  The information is arranged as follows:
· The role of the Clerk to the Council/Responsible Financial Officer (RFO)
· The job description
· Person specification (Working Style, Values and Cultural Fit)
· Dog-friendly office statement
· Application form 
This recruitment pack does not form part of any subsequent contract of employment.
Further information regarding Worplesdon Parish Council’s activities, role and responsibilities can be found at www.worplesdon-pc.gov.uk.
If, due to any disability, injury or impairment, you would like us to make any special arrangements concerning either the completion of the application form or to attend an interview, please let us know.
The closing date for applications is Friday 15th May 2026 at 5pm.  Applications received after this time will not be considered.


Job Advertisement
Clerk to the Council
Worplesdon Parish Council
A rare opportunity to serve a thriving and historic Surrey parish
This is an exceptional opportunity to undertake a highly respected civic leadership role at the heart of a well-established, ambitious and active local authority.  The last time this vacancy arose was 27 years ago and the successful applicant will become only the eighth Clerk to Worplesdon Parish Council since 1894.
The Council benefits from a long tradition of strong professional leadership and sound governance, supported by well-established systems, clear financial management and a positive organisational culture.  This appointment represents an opportunity to build upon a solid foundation while helping to shape the Council’s next phase of development and community service.
Worplesdon is a large and diverse parish encompassing four distinct villages, each with a strong sense of identity, valued green spaces, active community organisations and engaged residents.  The Council takes great pride in its role as a careful steward of local heritage, countryside and community assets, whilst continuing to modernise its governance, digital infrastructure and service delivery to meet future challenges.  The Council manages an annual budget approaching £500,000 and oversees a significant portfolio of community land, facilities, and local environmental initiatives.
The Parish Council seeks to appoint an experienced, professional and community-minded Clerk to provide confident leadership in the effective administration, governance and day-to-day management of the Council.  This pivotal role supports elected Members, staff and residents in delivering high-quality local services, environmental initiatives and meaningful community projects.
The Clerk will:
• Act as the Council’s Proper Officer and Responsible Financial Officer;
• Provide clear, lawful and strategic advice to Members;
• Lead, manage and develop a small but dedicated staff team;
• Ensure transparent, efficient and accountable governance;
• Contribute to the Council’s long-term vision, organisational resilience and continuous   
    improvement;
• Work collaboratively with residents, partner organisations and volunteers.
The Council is seeking an individual with strong administrative and financial competence, sound professional judgement, political awareness, excellent organisational skills, and a genuine commitment to public service and community life. The successful candidate will be confident working at both strategic and operational levels within a dynamic local government environment.
Why Worplesdon?
This role offers a rare opportunity to make a visible and lasting contribution within a well-established and forward-looking parish council serving a proud and engaged community.  The Council is supported by a capable and committed officer team, and benefits from strong community relationships and a significant portfolio of local assets, as well as environmental initiatives.  The successful applicant will enjoy professional autonomy, the opportunity to influence the Council’s future direction, and the satisfaction of working in a role where sound judgement, leadership and resilience are genuinely valued.
Salary and hours: Hours 37 per week (including evening meetings) – Salary to be agreed, commensurate with qualifications and experience - within the approved SCP range. (SCP 33-36)
Pension:  Local Government Pension Scheme [LGPS]
Closing date: 15 May 2026
Shortlisting date: Commencing 19 May 2026
A good sense of humour, emotional resilience and the ability to work positively within a small, busy and friendly team environment are essential.
Please note that dogs are present in the Parish Office on a daily basis as part of the established working environment.  Applicants should therefore be comfortable working in a dog-friendly office.
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Job Description – Clerk to the Council – April 2026
	Post Title
	Clerk to the Council/Responsible Financial Officer

	Responsible to
	The Council as a corporate body

	Salary
	(SCP range 33-36)

	Hours - full time
	37

	Holiday Entitlement
	23 days [increasing to 26 days after 5 years’ service], plus 2 statutory days & bank holidays
(leave year runs 1 April to 31 March)

	Pension Scheme
	Member of the LGPS

	Main location 
	Parish Office: Unit 2 Saxton, Parklands, Railton Road, Guildford, Surrey, GU2 9JX


Section 1: Role Overview
The Clerk of the Parish Council is the Proper Officer and Responsible Financial Officer and as such is responsible for the administration of the Council’s business and ensuring that the council remains legally compliant.  The range of responsibilities of the Clerk and RFO to fulfil the needs and best interests of the Parish Council are set out as follows:
Section 2: Duties
(i) Ensuring compliance with legal duties
Proactively keep up to date with relevant changes in legislation affecting local councils.
Ensure that all statutory and other provisions governing or affecting the running of the council are observed.
Ensure that the Standing Orders and Financial Regulations are reviewed at least annually or when the law changes, and that other policies are reviewed as appropriate.  Make sure that the Council as a whole, councillors and staff are aware of our policies and procedures.
Respond to requests made under freedom of information legislation and rights exercisable under data protection legislation.
(ii) Managing Parish Council, Committee and Parish meetings
Prepare informative agendas for meetings of the Council, in consultation with appropriate councillors, taking account of the Council’s Standing Orders and the committee Terms of Reference.
Attend all meetings of the full council and its committees (usually evening meetings), take formal minutes of the meeting, and create an action log.  Ensure that these actions are taken in advance of the following meeting.  Distribute minutes of meetings promptly.
Issue notices and agendas for the Parish Council’s statutory annual meeting.
(iii) Parish Council Administration
Establish and maintain effective paper and electronic filing systems to record the business of the Parish Council in a recoverable format.
Manage councillor vacancies including co-option and elections.  Hold acceptance of office forms and a copy of every councillors’ register of interest.
Ensure adequate links are maintained with partner organisations to enable community contact to be established and to report problems and seek information.
Place and manage orders for the purchase and supply of goods and services.
Maintain the Council’s asset register and ensure that the contracts, leases, and licenses are in place for all the buildings and land that the Council owns or manages.
Manage the Council’s response to planning applications, making sure that the Council’s response is sent to the planning authority on time. Refer planning applications to the Planning Committee for consideration at their six-weekly meeting.  Prepare an agenda for the meeting, attend, and minute. 
Receive correspondence and documents on behalf of the Council, following known policy of the Council and in liaison with the appropriate councillors, respond on behalf of the Council. 
Remain informed about relevant current legislation and other issues which affect the Council and the community.
Update the Council’s action plan and monitor the progress of schemes.
Advise on the impact of Council proposals and planned activities and suggest specific courses of action which might be taken.
(iv) Health and safety, risk and matters of insurance
Ensure the Council’s statutory obligations for the proper management of all health and safety matters are met, including the review of the Council’s Health and Safety Policy.
Arrange appropriate inspections and risk assessments where necessary, for the safe management of council business and activities.
Present the results of risk assessments to the Council and ensure that any actions identified in risk assessments are completed as directed by the Council.
Ensure insurance cover is in place as is required or mandatory and keep proper insurance records.
(v) Financial management
Liaise with the internal auditor and meet the Council’s obligations for internal and external audit.
As soon as possible after 31 March, present a statement summarising the Council’s income and expenditure for the year, along with the accounting statements to the Council for approval.
Present financial reports as required, to include monthly bank reconciliations, receipts and payments, and a monthly report on expenditure against budget, highlighting any potential overspends.
Annually in September through to November prepare budget estimates for the following year for presentation and approval to each committee and full council.  From these, estimate the Council’s precept requirement and submit the precept request to Guildford Borough Council no later than the end of December.
Maintain appropriate records, make proper returns and VAT reclaims.
Manage banking arrangements, cash flow, investments, and bank transfers.
Research and bring forward opportunities to apply for grants to support the Council’s objectives.
(iv)	Staff Management
Act as line manager for the office and ground staff.
Oversee the payment of staff wages, ensuring prompt and proper payment of deductions for income tax, national insurance and pension contributions and ensure that any legislative changes or statutory requirements are implemented promptly.
Maintain records of staff hours, leave etc. 
Work with the Staffing Committee to effectively manage your own workload and that of the other staff.  Ensure all contracts and job descriptions are in place and up to date.  Manage the staff appraisal process; set and monitor appropriate objectives and ensure appropriate training plans are in place.
(vi) Asset Management
Ensure the Parish Council’s land and property assets are maintained and that any required remedial work is scheduled.
Liaising with contractors to ensure work is carried out to the correct standard and as specified within the quotation.
Book all required annual tests and inspections and follow up on any remedial action or work required.
Ensure that the provision of assets and land meets the Council’s objectives. 
Actively manage the Council’s land and property assets to optimise revenue and value to the community.
(vii) General
Manage the Parish Council’s website and update the social media account to ensure it is accurate and up to date.
Liaise and maintain good relationships with other authorities and stakeholders.
Be able to give objective, unbiased advice to councillors and to maintain professional detachment from the views of councillors and the community.
Balance the requirements of councillors and support the whole of the Council as a corporate body.
Attend, if desired, regional/national conferences of representative bodies likely to have agenda items of interest affecting the future development of the Parish Council and report back to the Council on relevant issues.
Subject to workload, the Clerk can be expected to be involved in other activities to support the Council, such as undertaking research and assisting the Council in communicating with the public through regular newsletters, information published on social media, and in the local press.

















Person Specification – Clerk to the Council & RFO
(Working Style, Values, and Cultural Fit)
Purpose of this Document
This person specification sits alongside the formal Job Description.  
It is intended to describe the working style, values, and behaviours expected of the Clerk to the Council, and to help protect and sustain a positive, respectful, and supportive working environment for Members and staff.
Professional Integrity & Trust
· Demonstrates absolute integrity, honesty, and discretion
· Can be trusted with sensitive and confidential matters
· Takes statutory duties and public responsibility seriously
Warmth, Kindness & Respect
· Treats colleagues, councillors, and residents with courtesy and respect
· Is kind, fair, and considerate, particularly in challenging situations
· Understands that how things are done matters as much as what is done
Confidence with Humility
· Confident in giving clear, professional advice, including when difficult
· Able to challenge constructively and diplomatically
· Maintains strong working relationships while upholding standards
Resilience & Emotional Intelligence
· Calm, steady, and emotionally intelligent
· Able to manage pressure without creating anxiety for others
· Supports staff wellbeing and morale
Sense of Humour
· Brings a genuine sense of humour to the workplace
· Helps maintain perspective and team morale
· Understands that professionalism and warmth go hand in hand
Ways of Working
· Collaborative, supportive, and team-orientated
· Reliable, conscientious, and takes ownership of responsibilities
· Solutions-focused with a positive, steady approach
Council Culture & Environment
· Community-focused and committed to public service
· Comfortable working in a dog-friendly office environment
· All applicants must like dogs
Protecting the Team
The Council places a high value on maintaining a safe, supportive, and respectful working environment.  This specification is intended to help ensure continuity of culture, kindness, and professionalism, and to protect staff wellbeing now and in the future.
Disclosure and Barring Service (DBS)
The Clerk to the Council is required to pass an enhanced DBS check due to the nature of the role.
Qualifications
The Certificate in Local Council Administration (CiLCA) qualification, or equivalent, is desirable.
Applicants who do not hold CiLCA (or equivalent) at the time of appointment will be expected to work towards achieving the qualification within 18 months of appointment.  Full support and funding for the qualification will be provided by the Council.


Dog-Friendly Office Statement
Worplesdon Parish Council operates a small, community-based parish office where dogs are a longstanding and normal feature of the working environment.  Dogs are present in the office on a daily basis.
The Council recognises that, when appropriately managed, the presence of dogs can contribute positively to staff wellbeing, support a friendly and supportive working atmosphere, and assist in maintaining a healthy work-life balance within a small team environment.  This reflects the informal and community-focused nature of parish council operations.
Dogs may move around the office and may bark when people enter the premises or during periods of activity.  While kept under general supervision, the office is not maintained as a dog-free workplace.  Prospective employees and visitors should therefore be comfortable working in an environment where dogs are routinely present.
Anyone who has allergies, medical conditions, phobias or other sensitivities relating to dogs should take this into account when applying for roles or arranging visits.  The Parish Council will seek to take reasonable and proportionate steps to address any concerns where practicable.
The presence of dogs within the workplace is recognised as an operational and wellbeing consideration and is recorded within the Council’s Risk Register for ongoing monitoring and review.
This statement is provided in the interests of openness and transparency and does not form part of any contract of employment.
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CONFIDENTIAL
APPLICATION FOR THE POST OF ________________________________________________  
(Please complete in black ink. It helps us to take a clear copy of your form)
PERSONAL DETAILS
Title _________ 	
Surname _______________________ 	Forenames _____________________________ 	
Address ___________________________________________________________________________
___________________________________________________________________________ 
Postcode ______________
Telephone Number: Home ________________________
Mobile Number ______________________	 Email Address ___________________________
 Do you hold a current driving licence?					Yes		No
Do you have the use of a car during working hours?				Yes		No
Are you eligible to work in the UK?						Yes		No
			
Do you have any current endorsements on your driving licence?		Yes		No
Are you a relative or friend of any Councillor or Senior officer of Worplesdon Parish Council?   										Yes       		No
If yes, please give details: ___________________________________________________________________________
___________________________________________________________________________ 
___________________________________________________________________________ 
Have you ever been convicted of a criminal offence?			Yes    		No
(excluding motoring offences)
There is no obligation to declare convictions which are ‘spent’ under the terms of the Rehabilitation of Offenders Act 1974. 
If yes, please give details: ___________________________________________________________________________
___________________________________________________________________________ 
EDUCATION AND TRAINING
Please give details of secondary and further education in date order with the most recent first.  Please let us know under ‘Type of Training’ if it was full time, day release, sandwich course, evening, correspondence, etc.
	Name of School, College, University, etc.
	Type of Training
	Qualifications obtained with grades or class
	Date qualification obtained

	























	
	
	


	
	Membership of Professional Bodies
	Registration/Membership Number
	Grade of membership
	Date of entry into membership

	






	
	
	






	Please give details of other qualifications, abilities, interests and hobbies (incl. First Aid, languages, etc) that may be relevant for this role.

	







EMPLOYMENT HISTORY
Please list in date order all the organisations for which you have worked, both full and part-time with the most recent first.  School and college leavers should list any Saturday, holiday or work experience employment they have undertaken.  Please give an explanation for any significant breaks between employment.
	Dates (Month/Year)
From - To
	Name and address of PRESENT or LAST employer
	Job title and salary of post
	Reason for leaving

	





	
	
	



How much notice need you give to terminate your present employment? 
___________________________________________________________________________ 
	Dates (Month/Year)
From - To
	Name and address of PREVIOUS employers
	Job title of post
	Reason for leaving

	























	
	
	

	Please explain below how you feel you meet the criteria for this role, referring to the person specification, and give your reasons for applying; continue on a separate sheet if necessary.

	























Please indicate where you saw our advertisement: __________________________________
REFERENCES
Please provide details of two referees who can give an employment reference for you.  One must be from your current employer if you are employed.  If you are a student, a reference from your tutor or head teacher is acceptable.  References are taken up, following the interview, on the successful candidate after a conditional offer of employment has been made.  Information requested will include, where appropriate, your sickness absence record.  Your permission will be obtained before contact is made with your referees.  Your referees may be contacted by telephone to confirm the accuracy and genuine nature of the reference.
Confirmation of an offer of appointment is subject to references that are satisfactory to the Council plus medical clearance from the Council’s Medical Advisor and, if specified in the job application pack, a Disclosure and Barring Service (DBS) check.
1. Name: .......................................................................................................	 
How does this person know you? .............................................................
Job Title: ...................................................................................................
Address: ....................................................................................................
……………………………………………………………………………………………………….….… 
Work Email Address (if known): ………………………………………………………..….
Work Telephone Number (if known): .......................................................


2. Name: .......................................................................................................	 
How does this person know you? ............................................................
Job Title: ...................................................................................................	
Address: ...................................................................................................
………………………………………………………………………………………………………….…. 
Work Email Address (if known): ……………………………………………………………
Work Telephone Number (if known): .......................................................
I declare that the information given on this form is correct to the best of my knowledge and belief, and I understand that any false statements on this form will justify my dismissal from the Council’s service.  I have not canvassed Members or Officers of Worplesdon Parish Council and will not do so.

Signature:  	______________________
Date:     	_______________ 
Thank you for completing this application. Please return it to: 
Mrs G F White, Worplesdon Parish Council, Unit 2 Saxton, Parklands, Railton Road, Guildford, Surrey, GU2 9JX
clerk@worplesdon-pc.gov.uk 
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