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18th March 2021 
 
 
Dear Cllr Jones and Cllr Clarke, 
 
LRALC were engaged by Quorn Parish Council to carry out a job evaluation for a new post that has been 
agreed at Council for a Parish Manager (part time).   It should be noted that this evaluation is based upon the 
duties, role, and responsibilities that were discussed with myself, Cllr Jones and Cllr Clarke.   
 
Currently the post is a full-time position as Clerk at 37 hours per week.  The new role will see some of the 
day-to-day management and duties delegated to the Deputy Clerk and the Admin Assistant.  Councillors felt 
that the role should be a flexible role with regular reviews by the Staffing Working Party to ensure that the 
Parish Manager has sufficient hours to carry out the duties that are specified below.  
 
Currently the Council employs 8 members of staff; the Clerk, Deputy Clerk, Administration Assistant, 
Facilities Manager, Ground Person x 2 and 2 x cleaners.  All employed on a part time basis.  Ideally the 
Council would like to employ a person with background/experience in Local Government, preferably a 
qualified Clerk, but the PC is happy for someone to work towards the CiLCA qualification. 
 
Main duties – Parish Manager 
 

• Act as Responsible Finance Officer for the Council, prepare budgets and submit precept request. 

• Update the Council on any relevant matter via regular reports. 

• Line management of all staff, including training, appraisals and all HR duties. 

• Oversee staff carrying out statutory duties on behalf of the Council. 

• Attend all 12 Full Council meetings and prepare agendas and minutes. 

• Oversee staff preparing and attending all committee meetings (approximately 12 per year). 

• Manage volunteer groups and agreements.  

• Manage and deliver strategic planning on behalf of the Council.  

• Project management. 

• Lead and advise the Council and ensure that all statutory duties are fulfilled in a timely manner. 

• Represent the Council at meetings and work alongside different tiers of Government. 

• Attend Clerks meeting and seminars. 

• Manage all GDPR. 
 

In summary, the Clerk is responsible for the day-to-day administration of the Council.  The new post requires 
someone to manage the Council and drive the Council forward.  Main duties are listed above, all duties 
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delegated to the Deputy Clerk, Admin Assistant and Grounds Facilities Manager will be monitored by the 
Parish Manager. 

 
The Parish Council has three committees; a Finance and General Purposes Committee that meet 6 times per 
year, a Planning Committee that meet 12 meetings per year and a Grounds and Facilities Committee that 
meet 6 times per year.  The Parish Manager would be expected to attend Full Council meetings only totalling 
13 per year (to allow for 1 Extraordinary meeting per year).  The Parish Councils owns and manages The 
Village Hall, The Old School Hall, Open Spaces (including a large recreation ground), Nature Reserve, Cricket 
Field, Community Gardens, Public Toilets and a number of dog waste bins, benches and bus shelters. 

 
The Parish Manager would be available to the public for approximately 2 hours per day for face-to-face visits 
and during the rest of the working hours via telephone.  However, in some cases the Deputy Clerk would 
deal with day-to day queries reporting back to the Parish manager. 

 
From the information collated I am of the opinion that the profile for the post falls within LC2 range which 
applies to Larger Parish Councils.  A copy of profile 3 as prepared by NALC/SLCC as part of the National 
Agreement is attached. 

 
As from the 1st April 2020 when new scales apply, the substantive range within LC2 is salary points 24-28 
(£28,672 - £32,234) on the national pay scales and I have considered whether local factors exist which would 
warrant the Council paying either above or below this range.  From the information collated I believe that 
the above substantive range in LC2 (salary points 29-32 (£32,910 - £35,745)) would be applicable for this 
post due to the nature of the job and responsibility that comes with this post. 

 
If the council accepts my opinion of the pay scale LC2 above substantive range, the council can consider 
where to fix the salary.  My recommendation would be towards the higher end of LC2 above substantive 
range with further progression through the scale being based on an annual increment on 1st April each year 
(in addition to any annual pay award), which the current National Agreement contract specifies.  

 
I would like to mention that Council may wish to consider engaging the LRALC to carry out the job 
evaluations for the posts of the Deputy Clerk and the Administration Assistant once final decisions have been 
made regarding the delegation of duties to both posts. 

 
Kind Regards, 
 

 
 
Ja’Neen Day 
Deputy Chief Executive 
LRALC 
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