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"DUTIES-17"
THE CLERK'S PAID DUTIES
from 1 April 2016
A.
SERVANT OF THE COUNCIL
DIRECTED BY PARISH COUNCIL RESOLUTIONS
  1.
The Clerk must always obey the lawful and proper instructions of the Parish Council. 

  2.
The Clerk must comply with all the standing orders and known policies of the Parish Council. 

  3.
The Clerk is expected to co-operate fully with the Chairman of the Parish Council,  however: 
  4.
The Clerk can not be instructed by the Chairman, nor by any other individual Parish Councillor. 

  5.
The Clerk will obviously advise and assist individual Parish Councillors but the Clerk must never place the interests of individual Councillors above his duty to the Parish Council as a whole. 
B.
OFFICIAL ADMINISTRATOR
STATUTORY DUTIES DETERMINED BY LAW
  1.
As Proper Officer the Clerk should perform all routine administration without specific instructions from the Parish Council.  Statutory Duties: perform mandatory functions, serve or issue statutory notifications, attend meetings, act as a representative of the Parish Council, arrange insurance, keep and file records, make returns, record interests and standing orders, prepare and distribute agendas, prepare minutes, present information, examine reports and other data, deal with all the routine correspondence, perform other routine office work. 

  2.
As Responsible Financial Officer the Clerk should manage all routine finances without specific instructions from the Parish Council.  Statutory Duties: prepare accounts, budgets, orders, receipts, invoices, cheques, VAT returns, oversee PAYE, audit returns, financial procedures. Monitor and balance accounts, present reports, make purchases and complete all other routine financial functions. 

  3.
The Clerk should assist the Parish Council with the devising and formation of its overall policies. 

  4.
The Clerk should inform and advise the Parish Council on law and procedure, and report all risks. 

  5.
The Clerk should monitor Parish Council policies and may suggest solutions if any problems arise. 
C.
EXECUTIVE OFFICER
EXECUTIVE FUNCTIONS AND STATUTORY POWERS
  1.
Without reference to a Parish Council Meeting the Clerk may use his statutory executive powers to take any appropriate executive action required for routine council administration which requires no policy decision between alternative courses of action. This power includes all urgent safety work. 

  2.
The Clerk may also use his autonomous executive powers to deal directly with any minor routine parish matters including any minor items which are not specified on any Parish Council agenda. 

  3.
On his own initiative or as the result of suggestions from Parish Councillors the Clerk may use his autonomous executive powers to draw up papers for the Parish Council to consider and the Clerk may also present his own ideas and suggestions to the Parish Council. 

  4.
On his own initiative the Clerk may prepare reports, draft plans, memoranda or feasibility studies to present to the Parish Council or its Committees or its Chairman. 

  5.
On his own initiative the Clerk may use his executive powers to seek information relevant to the activities of the Parish Council and any related matters and where appropriate the Clerk may discuss such matters with the relevant administrators and specialists. 
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