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person specification

Deputy Town Clerk
	Criteria
	Essential 
	Desirable 
	Method of Assessment

	Education / Qualifications / Training


	· Good standard of general education. 
· High level of numeracy and literacy. Minimum GCSE English & Maths A-C, Levels 1-5 [or equivalent].
· CiLCA qualification or willingness to undertake Certificate in Local Council Administration (CiLCA).
· Be willing to undertake any training essential for the role.
	
	· Application form/ / Interview



	Skills and Knowledge
	· Excellent organisational and time management skills.
· Excellent written and verbal communication; ability to communicate professionally with councillors, staff, and the public.
· Be able to deputise for the Town Clerk in their absence (full training and support will be given).

· Experience in preparing agendas, reports, and minutes for meetings.
· Excellent interpersonal, communication, presentation and customer care skills.

· Ability to draft and review policies and reports.
· Proficient in Microsoft Office and digital tools.

	· Understanding of local government procedures and legislation.
· Knowledge of the statutory and legal framework concerning the management and running of a Council.
· Ability to confidently lead meetings and ensure procedural compliance.
· Knowledge of planning legislation and council standing orders.
· Website and social media management skills.
· Ability to manage budgets and financial records.

	· Application form/ / Interview



	Experience
	· Experience in administrative roles. 
· Experience managing projects or community initiatives.

	· Experience working within a local government or public sector setting.

· Experience with cemetery or allotment administration. 
· Experience clerking meetings. 
· Experience of staff management. 

	· Application form/ / Interview



	Personal attributes


	· Ability to work independently and as part of a small team.
· Adaptability and flexibility.
· Customer focused.
· Integrity and ethical conduct.
· Demonstrates discretion, impartiality, and respect for confidentiality.
· A flexible approach to working hours and duties including an ability to work evenings. 
	
	· Application form/ / Interview

	Other Requirements 
	· Ability to attend in person evening meetings. 
	
	· Application form/ / Interview




