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Baildon Town Council Town Clerk Job Description

TOWN CLERK
JOB DESCRIPTION (January 2023)
Baildon Town Council (BTC) is the first and most local tier of local government, and sits within the Bradford District. The primary purpose of BTC is to improve the quality of life for all Baildon residents.
Primary responsibilities of Town Clerk
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, including acting as the Council’s Responsible Financial Officer ( RFO). 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, with responsibility as the council’s Responsible Finance officer (RFO) and 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, and act as the representative of BTC when requested.
Specific responsibilities of the Town Clerk
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      health and safety, data protection, freedom of information, and public interest.
2. To have managerial oversight for effective control of resources (assets, materials, and data), working as the Responsible Financial Officer and with other staff to ensure :-

a. Management of finances and preparation of accounts and audit

b. Ensure the council meets all regulatory requirements and operates in accordance with BTC financial regulations

c. Monitor and balance the Council’s accounts and prepare records for audit purposes and VAT

d. Takes responsibility for accurate payroll functions through an appropriate contract

e. Procurement of contracts and contract management

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 all members of staff, either directly or via their line manager, in keeping with the policies of the Council, to include: performance management, appraisal, training and development, managing annual leave and TOIL.
8. Ensure effective and up to date IT is in use throughout the council ( both hardware and software)  and utilise data as required to support decisions and activities

9. Compile and use BTC Action Plan to monitor the priorities of the Council to ensure they are achieving the desired result and suggest actions as appropriate. 

10. To ensure effective Risk Management policies and practice are in place, and also a robust Business continuity plan. 
11. To prepare and issue a range of external communications in consultation with appropriate councillors, (such as newsletters, press releases, the website and social media channels) in order to actively promote the Council within the community. 

12. To take overall responsibility for keeping the Council’s website to a high standard, also ensuring the Council is legally compliant and meets the requirements of the ICO and other relevant legislation, and directing staff to contribute as appropriate 
13. Ensure high standards of Governance are in place including monitoring and updating policies as needed.

14. To work towards the achievement of the status of Qualified Clerk, to attend training courses or seminars as required by the Council, and to make arrangements for continuous professional development.
15. To perform such other reasonable duties as may be required by Baildon Town Council.
Responsibilities shared by all staff employed by Baildon Town Council:
1. Serve the public: 

a) all staff are responsible for dealing promptly with any query from the public , even when this is to acknowledge and redirect to another member of staff or councillor. 

b) Staff may also be directed by Council / Clerk to support a particular event, outside of their specialist area, when a full team is needed to fully resource the event

c) BTC also recognises that every public attendee at a Council meeting or committee, does so on a voluntary basis, and should be treated by staff with courtesy and consideration. 
2. Support councillors :
Give priority to responding to any questions or queries from any councillor about work in which you are involved and communicate promptly
3. Report to BTC committees: Council may direct any member of staff to attend any committee or provide reports to it, where this is considered to be helpful to the topic under consideration. 

4. Active teamwork:  With a small staff complement, and some  part time, it is vitally important that all staff are flexible to provide cover during periods of  holiday or illness..
5. Financial responsibility : BTC has strong and clear financial procedures in place and all staff are expected to understand and comply with them
6. Working with volunteers : All staff should all have or develop experience of working with volunteers, including councillors, working in a safe but flexible way, which recognises the very wide range of tasks undertaken.
7. Equality in the workplace and in service delivery: BTC is fully committed to equal opportunities for all and welcomes diversity amongst staff, councillors and volunteers. Staff should seek to deliver services in the most inclusive way possible, and will not discriminate on any grounds in any activity.
8. External Communication :  All staff are representatives of BTC whenever they are at work. The highest standards of personal conduct and approachability are required at all times. All staff may be asked to communicate verbally or in writing on any work in which they are involved, to be used on BTC website, social media, or by councillor communication leads in external media work. 

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 is head of paid staff, but may or may not have direct line management responsibility for individual staff members.
Employee benefits
Baildon Town Council is a member of the Local Government Pension 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. A laptop and mobile phone will be provided.
The post is full time (currently 37 hours per week) but the times of work can be agreed according to the individual, given the need for regular evening work for committee meetings etc. 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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