Old Marston Parish Council

Parish Clerk and Responsible Finance Officer

Old Marston Parish Council has a vacancy for a Parish Clerk and responsible Finance Officer.

Old Marston Parish Council is a village within the City boundary of Oxford and has an inhabitancy of approx. 3,500 – 4,000.  The role is varied and interesting and duties include producing agendas/minutes and attend the monthly Parish Council meetings which are held on the first Tuesday of the month except for August.  Ideally the candidate should live within or near the Parish of Old Marston. The Parish Council financial work includes dealing with payments of bills, managing the financial accounts, annual audit and dealing with VAT issues relating to Parish projects.
The position would suit someone with Local Government experience, accounts handling, secretarial experience and working Knowledge of IT and a willingness to attend training as required. The Clerk should have use of a car for occasional travel. The ideal candidate will have good communication and computer skills including MS Word and Excel spreadsheet. 

The post is part time 15 hours per week with days/hours to be agreed by the Parish Council prior to commencement of the role.  Other duties will be discussed at interview.

The salary will be £10 per hour, full expenses including a heating and lighting allowance will be paid by the Parish Council.  The Parish Council at present has no office space therefore, the Clerk will be expected to provide space for the council office equipment and paperwork in their home.

For further details or an informal discussion about this position, please contact Charlie Haynes, Chairman of Old Marston Parish Council:-

Email:  haynesenclave@aol.com 

Telephone 01865 247906

Mobile 07900 601 272

To apply send a CV and a covering letter including the names and addresses of two referees by post to:-

Charlie Haynes

The Chairman 

Old Marston Parish Council

The Willows

12 Boults Lane

Old Marston Village

Oxford

OX3 OPW
