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Baildon Town Council Town Clerk Job Description

TOWN CLERK
JOB DESCRIPTION (October 2021)
Overall responsibilities

The Town Clerk is the Proper Officer of the Council and as such is under a statutory duty to carry out all the functions, and in particular to serve or issue all the notifications required by law of a local authority's Proper Officer. The Town Clerk will be wholly responsible for ensuring that the instructions of the Council in connection with its function as a Local Authority are carried out. 

The Town Clerk is expected to advise the Council on, and assist in the formation of, 
· Overall policies to be followed in respect of the Council’s activities and in particular to produce all the information required for making effective decisions and to implement all decisions and monitor their effectiveness.

· Provide effective management of all resources, reporting to Council as and when required. 
· Manage effectively all staff employed by the Town Council.

· Maintain productive working relationships with all sectors of the Baildon community, and wider as required, an act as the representative of BTC when requested.
Specific responsibilities
1.
To ensure that statutory and other provisions governing or affecting the running of 
the Council are observed. To act in compliance with legislation, including that on 
data protection, freedom of information, and public interest.
2. 
To have managerial oversight for effective control of resources (assets, materials, 
and data), working with the Responsible Financial Officer and Deputy Clerk to 
ensure :-

Management of finances and preparation of accounts and audit

Procurement of contracts and contract management

Ensuring effective risk management policies and practice are in place

Effective IT and data management

Business continuity plans are in place

3.
To prepare, in consultation with appropriate members, agendas for meetings of the Council, committees and sub-committees. To attend such meetings and prepare minutes for approval.  (Other than where such duties have been delegated to another Officer). 

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 attention of the Council.  To issue correspondence as a result of instructions of, or the known policy of the Council.

5.
To study reports and other data on activities of the Council and on matters bearing on those activities. Where appropriate, to discuss such matters with administrators and specialists in particular fields and to produce reports for circulation and discussion by the Council.

6.
To draw up both on his/her own initiative and as a result of suggestions by 


Councillors’ proposals for consideration by the Council and to advise on practicability and likely effects of specific courses of action.

7.
To supervise any other members of staff as their line manager in keeping with the policies of the Council. In order to maximise the potential of each member of staff, to undertake all necessary activities in connection with the management of salaries, conditions of employment and annual appraisal and development.

8.
To monitor the implemented policies of the Council to ensure they are 


achieving the desired result and where appropriate suggest modifications.

9.
To ensure that the Council's obligations for Risk Assessment are properly met.

10.
To prepare, in consultation with the Chair (or appointed communication leads), press releases about the activities of, or decisions of, the Council and to actively promote the Council within the community using all channels as appropriate, including e-newsletters, the Council's website and social media accounts. 

11.
To manage the Council’s website, ensuring the Council is legally compliant and meets the requirements of the ICO and other relevant legislation.   

12. 
To attend training courses or seminars on the work and role of the Clerk as required by the Council.

13.
To work towards the achievement of the status of Qualified Clerk as a minimum requirement for effectiveness in the position of Clerk to the Council. 

14.
To continue to acquire the necessary professional knowledge required for 


the efficient management of the affairs of the Council:   Suggested is 


membership of your professional body The Society of Local Council Clerks.
15.
To perform such other reasonable duties as may be required by Baildon Town Council.
Supervision and guidance
The Town Clerk is accountable to all elected members of the council, but the line management duties are conducted by the Chair of Council. The post-holder is expected to exercise high levels of initiative and good judgement in planning workloads within the dates and cycles of Town Council meetings. 
The Town Clerk needs to liaise closely with the Chair of the Council and the  Committee leads in determining priorities and setting agendas. The post-holder will also be required to liaise with officers of the principal authority (Bradford Metropolitan District Council).
The Town Clerk has line management responsibility for all staff, this is currently (2021) the,

· Deputy Clerk

· Responsible Financial Officer

· Volunteers Co-ordinator

· Bracken Hall Countryside Centre Manager

· Administrative Officer

· Environmental Warden

Employee benefits
Baildon Town Council is a member of the Local Government Pension Scheme, the post holder will be provided with the opportunity to opt-in to this scheme via the West Yorkshire Pension Fund. 
The post holder will be entitled to travel and subsistence allowances when appropriate, at the National Joint Council rate. Other equipment provided incudes a laptop, mobile phone, and home working equipment where required. 

The post is 30 - 37 hours per week dependent on the candidate, but the times of work can be agreed according to the individual, given the need for regular evening work for committee meetings. Flexible working is encouraged subject to organisational requirements. Baildon Town Council aims to be a family friendly employer.
Annual Leave

Annual leave entitlement is 25 days per annum, in addition to normal bank and public holidays, the post holder will also be entitled to two extra statutory days.
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