FLAUNDEN PARISH COUNCIL
PARISH CLERK
Part-time – 3 hours per week (around 2 days per month) - Permanent - Home-based
Flaunden Parish Council is seeking an organised and enthusiastic person to become its Parish Clerk, following the planned retirement of the current Clerk.
Flaunden is a small rural Hertfordshire parish on the edge of the Chiltern Hills, close to the Buckinghamshire border, with a population of around 300. It is an attractive and friendly village with a strong sense of community.
The Council has traditionally operated on a voluntary basis and all previous Parish Clerks, including the retiring Clerk, have undertaken the role voluntarily. The Council has now decided that the time is right to appoint an employed Clerk to provide continuity and professional administrative support for the future.
This is a small and generally straightforward parish council which has not historically experienced contentious matters. The successful applicant will work closely with the Chairman and councillors and will be supported on financial matters by the Council's existing Responsible Financial Officer (RFO), who will remain in post.
The role
The Parish Clerk is the Council's principal administrative officer and Proper Officer, helping the Council to conduct its business properly and in accordance with its statutory responsibilities.
· preparing agendas and supporting papers for Council meetings;
· attending meetings and preparing the minutes;
· advising the Chairman and councillors on Council procedures and statutory requirements;
· ensuring that decisions and actions agreed by the Council are properly recorded and followed up;
· dealing with correspondence and enquiries and liaising with residents, local authorities and other organisations;
· maintaining the Council's records and statutory documents;
· arranging publication of agendas, minutes, notices and other information, including material for the Council's website; and
· working closely with the Council's RFO where administrative and financial responsibilities overlap.
The role does not include the day-to-day duties of Responsible Financial Officer, as the Council has a separate RFO who intends to continue in that position.
Meetings and working arrangements
The position is primarily home-based, with the hours worked flexibly. Council meetings are generally held bi-monthly at 7.45 pm in Flaunden Village Hall. Meeting dates are scheduled for the intervening months so that an additional meeting can be held should the need arise.
Hours: 3 hours per week, averaged over the year and worked flexibly to reflect Council meetings and statutory deadlines.
Salary: NALC Local Council salary scale LC1, SCP 7-12, pro rata, with the starting point depending upon experience and qualifications. Applicable national pay awards will apply.
The person we are looking for
We are looking for someone who is well organised, reliable and comfortable working independently, with good written communication and IT skills and the ability to work constructively with councillors, residents and outside organisations.
An understanding of local government would be useful, but previous experience as a Parish or Town Council Clerk is not essential. Appropriate training and support will be provided.

A Certificate in Local Council Administration (CiLCA) qualification would be welcomed but is not a requirement, and the Council would be prepared to support appropriate training for the successful applicant.
Applications
Please send a CV together with a short covering letter explaining your interest in the position and any relevant experience to:
The Chairman, Flaunden Parish Council
Email: david.imroth@flaundenparish.gov.uk
Closing date: 31 October 2026    Interviews: Early November 2026
Further information: flaundenparish.gov.uk

Flaunden Parish Council is an equal opportunities employer and welcomes applications from all suitably qualified candidates.

