Warndon Parish Council
Appointment of the Parish Clerk / Responsible Finance Officer, Warndon Parish Council, Worcester
Warndon Villages was the largest new urban development in Great Britain in the 1980s; its planned
townscape was sympathetic to the rural environment in which it was set and many historical
features were retained. Today, its special wooded character is greatly valued by residents and
visitors alike. Various Residents Associations were set up and in 1984 these came together to form a
Parish Council, recognising that this would give them statutory input into planning and other related
decisions. The Parish also covers housing developments such as Oaklands and Stableford in the
south, a former golf course, and the industrial business parks along Berkeley Way to the north. It
does not include the Warndon or Ronkswood estates.
Serving approximately 11,500 residents, the Parish Council now comprises eight (unpaid) councillors,
relying on the Clerk/RFO for committee and Council meetings administration and legal advice, as
well as the production of financial information and accounts.
Currently the Parish Council has four main Committees, Finance, Environment, Community and
Planning, which report to the monthly Full Council meeting. This is held on the evening of the first
Monday each month, unless a Bank Holiday. Besides preparing agendas and minutes, the Clerk is a
conduit for information flows, including from the Police and other community organisations, as well
as dealing with correspondence from residents. The Clerk also researches specific issues on behalf of
Councillors and updates the Parish Council website regularly. The City and County Councils provide
the majority of services to residents and part of the ‘precept’ is paid to the City Council for enhanced
maintenance of the environment of the parish; a contribution is also made to the Lyppard Hub, a
community facility. Except for the 49 allotments, the Parish Council has no responsibilities for
buildings, car-parks or other physical spaces, other than maintaining an active watching brief.
The Clerk is the only employee of the Parish Council; a Parish Warden and Lengthsman services are
bought in from City and County.
As the first point of contact and co-ordinator, the Clerk is the valued lynch-pin of the Parish Council.
Excellent communication skills coupled with a methodical approach to supporting committees are
paramount! Applicants should have knowledge of operating within legal constraints and advising
upon the interpretation of these; the Parish is a member of CALC, the Worcestershire County
Association of Local Councils, and can draw on the expertise provided by this body. Holding the CILCA
qualification or having a willingness to work towards it would be an advantage.
As Responsible Financial Officer, the Clerk manages the Council’s finances, including payments and
receipts and the annual audit, providing a report at the monthly meetings. Experience of basic
financial accounting is therefore essential. Strong IT skills, facility with Microsoft Office and ideally
working knowledge of TEAMS, the Council’s data management system and communication tool, is

highly desirable, as well as the ability to update websites. The Parish Council uses Cloudy IT to
supports its technical infrastructure.
Contractual hours are 60 per month, often concentrated in the week before a Council meeting. The
Clerk is home based but attends two or more meetings each month; these are usually held at the
Lyppard Hub Community Building. Home office equipment including a lap-top and mobile phone is
provided.
This is an important, flexible role, within a friendly environment. The Parish Council aspires to extend
its engagement activities with its residents and the Clerk will play a key role in developing this.
The starting salary offered is in the range LC2 SCP 24 – 28: £28,672 – £32,234, pro rata, depending
on relevant experience and qualifications, with membership of the Local Government Pension
scheme and paid holidays; for a fully qualified and experienced Parish or Town Clerk, the starting
salary could be higher.
To apply, please send the current Clerk your CV with a covering letter explaining why this
appointment interests you and what you believe you can contribute to the smooth working of the
Parish Council; the closing date for applications is 6pm on Friday 7th May.
Short-listed candidates will be asked to complete a formal application form, including details of
referees, although these will only be contacted after an offer of employment has been made and
accepted. These candidates will also be given the opportunity of asking questions by telephone.
Applicants will be invited to attend a panel interview in the week commencing 24th May and the
successful candidate will be invited to attend the full Parish Council meeting on Monday 7th June,
ideally taking up the appointment by 1st July.
Please send your CV and covering letter to clerk@warndonparishcouncil.org by 6pm on Friday 7th
May. We look forward to hearing from you !
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