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JOB DESCRIPTION 
Job Title: Town Clerk

Responsible to: Kendal Town Council

Hours of work: 37.0 hours per week  
Overall Responsibilities 

The Clerk to the Council / Town Clerk will be the Proper Officer of the Council and as such is under the statutory duty to carry out all the functions, and in particular, to serve or issue all the notifications required by the 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 overall policies to be followed in respect of the Authority’s activities and in particular to produce all the information required for making effective decisions and to implement constructively all decisions.  The Clerk will be accountable to the Council for the effective management of all its resources and will report to them as and when required.  
Specific Responsibilities  

1. Ensure that statutory and other provisions governing or affecting the running of the Council are observed and ensure that a strategic approach to the Council’s priorities is taken.  
2. To assist all Councillors, particularly the Mayor, Deputy Mayor and Chairmen of Committees with advice when necessary so that the business of Kendal Town Council can be carried out efficiently and with regard to the rights of Councillors, Officers and the interests of the residents of Kendal. 
3. To lead, motivate and enable relevant members of staff as their line manager in keeping with the policies of the Council and to ensure that the Council’s decisions are implemented in an effective manner taking into account of the Council’s statutory responsibilities in the employment of staff. 

4. To undertake all necessary activities in connection with the management of salaries, conditions of employment and work of other staff. 

5. To ensure annual appraisals of all staff are undertaken at the appropriate time. 

6. To work closely with KTC Treasurer in the monitoring and balancing of the Council’s accounts and preparation of records for audit purposes and VAT.

7. To work closely with KTC Treasurer to ensure that the Council’s obligations for Risk Assessment are properly met. 

8.  To oversee the Data Protection Manager and to ensure compliance with the Freedom of Information Act, including the proper maintenance of the Council’s publication scheme.

9.  Ensure the project management of all projects as a result of instructions of, or the known policy of the Council. 

10. To manage the organisation of Civic events inasmuch as they involve the Town Council.

11. To provide written reports detailing priorities, actions completed and actions outstanding to be included on the agenda at Full Council or Management Committee meetings as requested. 

12. To prepare, in consultation with appropriate members, agendas for meetings of the Council and Committees. To attend such meetings and ensure draft minutes are prepared for approval, other than where duties have been delegated to another Officer. 

13. Attend all appropriate meetings of the Council and of its Committees and Sub-Committees other than where such duties have been delegated to another officer. 

14. 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 the known policy of the Council. 

15. Study reports, consultation documents and other data on activities of the Council and on matters bearing on those activities.  Where appropriate, to discuss such matters with administrators and specialists in particular fields and to produce reports for circulation and discussion by the Council. Advise the Town Council on possible additional involvements/responsibilities that could be assumed.  

16. Draw up both on his/her initiative and as a result of suggestions by Councillors’ proposals for consideration by the Council and to advise on practicability and likely effects of specific courses of action. 

17. Prepare the Town Council’s Annual Report and make all necessary preparations for its presentation at the Annual Town Assembly.

18. Act as the representative of the Council as required. To further develop working relationships and liaison activities and heighten the profile of the Town Council. 

19. Prepare and issue information about the activities of the Council to the press and other media organisations as required by the Council. 

20. Review and report on the policies of the Council and how effectively they are being implemented. 

21. To attend training courses or seminars, as required by the Council, on subjects relevant to the role and responsibilities of the Town Clerk and continue to acquire the necessary professional knowledge required for the efficient management of the affairs of the Council.

22. To look to attend the Conference of the National Association of Local Councils,  Cumbria Association of Local Councils, and other relevant bodies and conferences, as a representative of the Council as required and directed. 

23. To be fully cognisant of Kendal Town Council standing orders.

24. Such other duties and responsibilities as the Council may reasonably decide as necessary.

  The Town Clerk will be line-managed jointly by the Town Council’s Management Committee Chair and the Mayor.
