
 

 

 

APPENDIX 10 

Finance and General Purposes Committee – 22nd June 2020 

 Report of the Clerk 

RE: SENIOR ADMINISTRATIVE OFFICER – TRAINING NEED 
 
Purpose of Report 

 

The report is to inform council that the Senior Administrative Officer’s (SAO) appraisal 

meeting with the Clerk took place on Friday, 15th May 2020 and that an identified training 

need requires funding approval. 

 
Summary 

 

The SAO’s appraisal was carried out using the form and guidance contained in the LRALC 

‘Step by Step Guide to Appraisal’.  The SAO had reviewed the LRALC guidance and completed 

the self-assessment section of the form prior to the meeting. 

At the time of the appraisal, the SAO had been in post for seven months having been 

recruited to a new post recommended by the Staffing Review in 2019.  The associated job 

description is attached at Appendix 9a. 

The duties set at 1-4 in particular require the postholder to undertake training in 

governance, financial and committee administration.   

The SAO has already successfully completed the Clerks 1, 2 and 3 training provided by 

Leicestershire and Rutland Association of Local Councils (LRALC) and would now like to 

move on to the Certificate in Local Council Administration (CiLCA) training. 

There is a cost associated with the CiLCA training of £350 and there are likely to be mentoring 
costs in the region of £200.  The Clerk, as the SAO’s manager, considers the training 
essential to support the continued professional development of the member of staff. 

Recommendations 
 

a) That the Council supports the SAO’s development training at a total cost not to 
exceed £550. 

Implementation Timetable including Future Decisions 

 

The SAO is likely to be able to gain her qualification before the end of the year. 

Financial Implications 
 

There will be expenditure from the Councils training budget. It is expected that the SAO’s 

training package will be less than £550. 

 
Risk Management 

 

There is a risk that if the recommendation is not adopted, the council would be seen as 

being unsupportive of staff development. 

There is also a risk that if the recommendation is not adopted there could be a negative 

effect on the SAO’s morale and on the council’s performance. 



 

 

 

  



 

 

 

APPENDIX 10a 

 
JOB DESCRIPTION 

 
SENIOR ADMINISTRATIVE OFFICER  

 
(Part-time 20 hours per week) 

 
SCP 12 

 
Responsible to: Parish Clerk 
 
Responsible For:  
 

1. To assist the Parish Clerk in all aspects of the corporate governance of Quorn Parish 
Council. 

 

2. To assist the Parish Clerk in the financial administration of the Council, including as 
necessary, the day to day management of the Council’s account, operation of the Scribe 
accounting system and all tasks associated therewith. 

 

3. To assist the Parish Clerk as necessary in the monthly reconciliation of the Council’s 
accounts. 

 

4. To produce information, briefing notes and reports for Council meetings and Committees 
as needed, and to act as minute secretary for specified committees/meetings. 

 

5. To ensure planning applications are considered within the notified timescale and 
responses submitted to Charnwood Borough Council. 

 

6. To work with elected members both formally and informally, as instructed by the Clerk, 
ensuring that they comply with Standing Orders and Financial Regulations and that they 
operate lawfully.   

 

7. To be on the alarm call out list in respect of Council premises and to attend as required. 
 

8. To manage on a day-to-day basis all aspects of the Council’s general data protection 
(GDPR) obligations in accordance with legislative requirements.  

 

9. To administer the Council’s obligations under freedom of information legislation and 

ensure policies governing this are robust and fully compliant. 

 

10. To update and maintain the Council’s web page and social media. 
 

11. To administer the Council’s complaints policy and action and report as necessary. 
 

12. To assist the Parish Clerk and other officers as appropriate in the setting of budgets for 
the Council’s services. 



 

 

 

 

13. To manage and administer the Council’s inventory and, with input from other staff, to 
ensure the Council’s asset register is continually reviewed and is up to date. 

 

14. To clerk meetings of the Officer’s management group. 
 

15. To attend meetings of committees as appropriate and to serve as committee clerk when 
so needed. To write reports as required and ensure any actions required are undertaken 
in a timely and appropriate manner with full reporting back upon completion. 

 

16. To attend other meetings and civic/community events as a representative of the Council 
as required. 

 

17. To fulfil the duties of the Administrative Officer in relation to bookings of the Village Hall 
and Old School during periods of holiday and other absence, or to assist that post holder 
as required during periods of peak pressure. 

Other 
 

1. The hours of work for contractual purposes are 20 per week. Some weekend and weekend 

working is a requirement of the role which will be recognised by time off in lieu at plain time 

rates in line with Council policies. 

 

2. To recognise and be aware of the requirements of the Health and Safety at Work Act as well 

as Fire and Safety regulations and ensure that these are observed and regularly carried out. 

 

3. This job description is not, by definition, a comprehensive schedule of all tasks and duties 

that are required to be undertaken.  Accordingly, in addition to the duties specified, the 

post holder will also be required to undertake any other duties commensurate with the 

status of the post.  

 

4. The post holder will be required to pursue a programme of continuous professional 

development. 

 

 


