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Lincoln LN2 2TU 
Tel/Fax: 01522 750011

Email: parishcouncil@nettleham-pc.gov.uk 

Website: www.nettleham-pc.gov.uk 
PERSON SPECIFICATION

Designation:
Clerk to the Council   

	Competency


	Essential
	Desirable

	Education, Professional qualifications and training

	High level of literacy and communication skills
Completion of /or commitment to achieve the Certificate in Local Council Administration (CiLCA), within 24 months in post.

	Achievement of the higher certificate inin Community Governance 
A degree in a related subject area 

Completion of the SLCC (ILCA/ FILCA qualifications.
Administration/bookkeeping qualifications

	Abilities: 

Practical experience and Intellectual skills


	Experience of working in an office and dealing with the public

Ability to work effectively on your own or in a team

A good working knowledge and understanding of Local Government structures and practices

Experience of records maintenance and storage – including electronic and paper records 

Experience of advising on legal and statutory provisions governing or affecting the running of the Council

Experience of servicing Council & committees and working with Members

Competent in bookkeeping and administration 

Excellent IT skills and fully competent in Microsoft Office Suite
Ability to recognise political/legal/financial consequences of action being recommended by Members

Ability to communicate at all levels in the community both orally and in writing

Excellent organisational skills


	Confident public speaker

An awareness of the advantages that new technology could have on the servicing of Council and its Committees

Knowledge of a computer accounting package

Experience of managing a small team

Knowledge of Social Media 

Experience of maintaining a website



	Circumstances
	Willingness to work evenings when council or committees meet

Flexible and committed to the Council


	Current driving license




