
Quorn Parish Council – 6th October 2020 

Report of the Clerk 

RE: REDESIGNATION AND REGRADING OF SENIOR ADMINISTRATIVE OFFICER 

Purpose of the report 

To receive a progress report on the Senior Administrative Officer’s (SAO) Continued 
Professional Development and to consider the redesignation and regrading of the officer’s 
role in recognition of a recent qualification gained. 

Background 

The SAO became a member of Council staff in October 2019 being appointed to a new post 
recommended by the Governance Review earlier in the year. 

The Finance and General Purposes Committee received a request to fund the officer’s 
training needs identified through the Council’s Staff Appraisal Scheme at its meeting on 22nd 
June 2020. 

The Committee learned that the SAO had already completed the Clerks 1, 2 and 3 training 
through the Leicestershire and Rutland Association of Local Councils and that the officer now 
wished to move on to study for the Certificate in Local Council Administration (CiLCA). 

A request for funding for the training was approved under minute 20/035b and the officer has 
now successfully completed those studies and received the qualification in record time. 

The Clerk now looks to the Council to acknowledge the achievements of its new officer and 
to recognise the ambitious undertaking which has been successfully achieved. 

Proposal 

i) That the SAO be redesigned as Deputy Clerk in recognition of the officer’s recent
qualification.

ii) That the Deputy Clerk’s post be graded at Scale 13 (one point increase to the SAO).

Timescale 

With immediate effect. 

Recommendations 

i) That the Senior Administrative Officer’s Post be redesignated as Deputy Clerk.

ii) That the post be upgraded in recognition of the achievement of the postholder.

Financial Implications 

There will be a cost of £222 plus on costs of 5% for the rest of this financial year and £444 
per annum plus on costs thereafter pending the outcome of the forthcoming staffing review. 

Risk Assessment 

The Council is in the middle of a staffing review that may change the designation and grade 
of the post in the near future, however, it is important for staff to have their achievements 
recognised alongside that process to maintain morale. 
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