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Wheathampstead Parish Council
The Memorial Hall
Marford Road, Wheathampstead, Herts. AL4 8AY


Locum Clerk & Professional Mentor
Part-time, fixed term, immediate start available
Location: Hybrid working with attendance at Parish Council Offices and evening meetings as required
Salary: Competitive, dependant on experience

Wheathampstead Parish Council is seeking an experienced Clerk to provide interim professional leadership and governance support during a planned period of organisational development.
This is primarily a home-based role with hours worked flexibly. The successful applicant will be required to attend the Council’s monthly meetings, held on the evening of the last Thursday of each month.
Wheathampstead is a pretty village located north of St Albans, dating back to pre-Roman times with a population of around 6500. The parish has a strong sense of community and an active parish council committed to protecting and developing the local environment and heritage.
The successful candidate will fulfil the statutory responsibilities of the Proper Officer (and, if agreed, Responsible Financial Officer) whilst working collaboratively with councillors and officers to strengthen organisational resilience.
A key aspect of the role will be mentoring and supporting the professional development of the Council’s office team, helping to build internal capacity and ensuring the Council is well positioned for the future.
This is not simply an interim management role. It represents an opportunity to leave a lasting legacy by supporting the development of a resilient and sustainable office structure.

Duties include but not limited to:
· Undertake the statutory duties of the Proper Officer in accordance with relevant legislation and the Council’s Standing Orders.
· Advising the Council on governance & Statutory Responsibilities and maintaining effective corporate governance arrangements.
· Ensure the Council continues to operate lawfully, transparently and in accordance with recognised best practice.
· Prepare agendas, reports and minutes as required.
· Ensure Council decisions are implemented appropriately.
· Maintain effective corporate governance arrangements.
· Where agreed, undertake the duties of Responsible Financial Officer.
· Provide mentoring and professional guidance to officers including providing support to officers undertaking CiLCA studies where appropriate.
Person Specification – the Council is seeking an enthusiastic and professional individual who can demonstrate:
· Certificate in Local Council Administration (CiLCA).
· Significant experience as a Parish or Town Clerk and as a Proper Officer.
· Experience of budget management and financial governance.
· Experience of managing staff and organisational change.
· Excellent organisational, administrative and communication skills, with the ability to build positive relationships with councillors, residents and external organisations.
· The ability to work independently, prioritise competing demands, and manage a varied workload.



------------------------------------------------------------------------------------------

To apply, please email your CV together with a short covering letter outlining your suitability for the role to:
clerk@wheathampstead-pc.gov.uk



Wheathampstead Parish Council is an equal opportunities employer and welcomes applications from all suitably qualified candidates regardless of age, disability, gender reassignment, marriage and civil partnership status, pregnancy and maternity, race, religion or belief, sex or sexual orientation.
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