
Person Specification for Stantonbury Parish Clerk  
 

 Essential Attributes Desirable Attributes 

1. Education and 
learning 

Must be CiLCA 
qualified. 
 
Evidence a commitment 
to continuing 
professional 
development and 
maintaining and 
enhancing skill set 
relevant to current 
employment. 
 

 
 
 
Evidence working to 
enhance personal and 
professional 
development of others. 

2. Knowledge and 
Competencies 

Demonstrate 
knowledge of law, 
procedures and 
regulations/guidance as 
they relate to Parish 
Councils and how to 
obtain additional expert 
advice and support as 
necessary. 
 
Evidence of ability to 
provide leadership to 
enable and motivate 
staff and volunteers. 
 
Evidence people skills 
working in partnership 
with others in a 
relevant/similar context. 
 
Evidence of ability to 
organize and prioritise 
work, set targets, 
manage resources, 
achieve positive 
outcomes and delegate 
effectively.  
 
Evidence knowledge of 
data protection law and 
GDPR. 
 

Several years’ previous 
experience working as 
a Parish Clerk, or within 
a related area in local 
authority administration 
with a focus on 
community service, 
partnerships and 
outcomes at a local 
level. 
 
Evidence ability to 
manage and work as 
part of a small team. 
 
Evidence ability to liaise 
with contractors and 
third parties and 
manage these 
relations. 
 
Utilising project 
management skills to 
produce effective 
outcomes. 
 
Office/insurance/risk 
planning and provision. 
 
 



3. Communication 
and Information skills 

Excellent oral and 
written communication 
skills, including an 
ability to relate to, and 
communicate with 
councillors, staff, 
members of the public 
and external agencies. 
 
Evidence of experience 
in successful 
partnership working 
with good mediation 
and negotiation skills.  
 
Ability to provide 
impartial advice to 
councillors in a timely 
and coherent manner, 
including analytical 
report writing.  
 
Evidence use of 
Microsoft Office or 
equivalent.  
 
 

Experience of working 
with committees, 
preparing agenda, 
minute- and bid-writing, 
giving written and 
verbal reports. 
 
Managing external 
communications to 
communicate 
effectively. 
 
Experience writing for 
the press and/or social 
media. 
 
Knowledge of IT and 
ability to manage and 
relevant IT systems as 
required. 
 
Familiarity with an 
accounts software 
package, preferably 
Excel.  

4. Responsiveness 
and Flexibility 

Evidence willingness to 
work out of office hours 
in order to meet work 
priorities. 
 
Ability to operate with 
impartiality in 
environments where 
people hold firm beliefs. 

Evidence of service 
management, 
improvement and 
innovation. 

 
 


