
SPOONER ROW COMMUNITY COUNCIL CLERK 
 
Spooner Row Community Council invites applicants for the role of clerk.  Our Community 
Council was formed in May 2019, with responsibility for the villages of Spooner Row, Suton 
and Wattlefield in South Norfolk. 
 
About the Role:   The clerk acts as a proper officer of the Council, managing day to day 
Council business, providing regulatory advice to the Council and implementing the Council's 
decisions.  Previous experience and qualifications in a similar role are desirable, but not 
essential.  A local candidate is preferable, and applicants should hold, or be willing to obtain 
within 12 months, the Certificate in Local Council Administration. 
 
This newly established role offers an excellent opportunity for an enthusiastic, innovative, 
flexible and proactive clerk to assist in establishing the working practices of the Council.   
The post, which is home based, is part time, with a requirement to attend monthly 
meetings; the majority of which will be on Thursday evenings in Spooner Row, with 
occasional meetings on Saturday mornings (currently obviously by Zoom). A computer will 
be provided. 
 
Hours:  The contracted hours will be 22 hrs per month; subject to annual review.   
 
Salary: Pay and conditions are based on the National Association of Local Councils and 
Society of Local Council Clerks new salary scale points 5-17; depending on experience and 
qualifications. 
 
To apply: 
 
Please forward CV and letter of application in the first instance to:    
 
Mr Julian Halls  
2 Chapel Loke  
Spooner row  
NR18 9LS  
 
or spoonerrow.cc@gmail.com 
 
For an informal chat about the position please call Julian on 01953 600720   
 
Closing date Friday 3rd July 2020 
 
Interviews will be held during the week commencing 6th July 2020 or by mutual 
arrangement  
 
Start date 20th July 2020  
 
  



Job Description 
 

Overall Responsibilities 
 
The clerk to Spooner Row Community Council is a proper officer of the Council and as such 
is under a statutory duty to carry out all the functions, and to serve or issue all the 
notifications required by law of a local authority's proper officer.  
 
The clerk will be responsible for ensuring that the instructions of the Council in connection 
with its function as a local authority are carried out.  
 
The clerk is expected to advise the Council on, and assist in the formation of, and review of 
overall policies to be followed in respect of the Council’s activities, to assist with the 
compilation of information required for making effective decisions and to implement 
constructively all decisions. 
 
Specific Responsibilities  
 
To ensure that statutory and other provisions governing or affecting the running of the 
Council are observed.  

To prepare, in consultation with appropriate members, agendas for meetings of the Council.  

To issue notices, agendas and supporting documentation for the Council meetings. 

To attend all Council meetings and to implement the decisions agreed at the meetings 
which are allocated to the clerk by the Council. 

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 in line with the policies of the Council.  

To ensure that planning applications are considered by the Council, and responses are 
submitted to South Norfolk Council by return deadlines. 

To assist in the development and routine management of the Council website; with a focus 
on transparency by assisting with the electronic dissemination of Council documents, 
currently held on paper and for public access on our Microsoft One drive  

To ensure that the Council's obligations for risk assessment for the Council’s land, property, 
staff and members are met.  

At this time the Council does not require any candidate to be proficient in accounting, 
paying invoices etc as they have separate councillor who is also, at this time, the designated 
Responsible Financial officer who does all the financial matters for the council. 
 
To act as the representative of the Council as required.  

To prepare, in consultation with the Chairman, press releases about the activities of, or 
decisions of, the Council.  



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

To continue to acquire the necessary professional knowledge required for the efficient 
management of the affairs of the Council: the council will pay for these associated costs.  
 
 
Person Specification 
 
The Spooner Row Community Council is seeking a well organised, self-motivated person 
with excellent communication and administration skills.  

Candidates will need to be competent in Microsoft Word, Excel and Outlook. 

Parish/Town Clerk experience and qualifications in the Certificate in Local Council 
Administration (CiLCA) or equivalent preferred.  


