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Job Vacancy – Assistant to the Clerk
Lingfield Parish Council have an exciting and progressive vacancy for an Assistant to the Clerk.
We are looking to appoint an enthusiastic, polite, organised, motivated, dedicated/committed, confident, accurate and adaptable individual to work alongside the Clerk and Councillors.
The successful candidate will have a proactive, flexible attitude to getting things done with excellent communication skills to administer the work of the Parish Council. This is a particularly exciting time for the Parish Council, and we are therefore looking for an enthusiastic and motivated individual.
The ability to communicate clearly and effectively is essential to the success of the role. The successful candidate will be expected to manage and be involved in first class administrative services to the Parish Council.
We are looking for applicants who have good communication, interpersonal, administrative, literacy and numeracy skills, as well as a good IT skill set. Ideally, candidates should have experience working in the local government sector or a background in areas which require attention to detail, accuracy, good communications skills, sensitivity, professionalism, and integrity. Equally important is a passionate interest in the community and a dedication to delivering services to the highest quality to residents, businesses, and visitors.
Training will be tailored to meet the needs of both the Council and the successful candidate.
This is a varied role, and the post holder must be able to manage both the administrative aspects of the role and contact with members of the public.
Applicants should be able to demonstrate:
• Excellent communication skills
• The ability to communicate clearly and effectively
• Good interpersonal skills
• Good administrative skills
• Good literacy skills
• Good numeracy skills
• Good IT skill set
• Excellent attention to detail
• Strong team ethic
• Excellent organisational skills
• Capacity to work as part of a small team
• Discretion
• Ability to deal with confidential matters
• General office-based skills
• Excellent customer service skills
This is a permanent position based at the Council Office, Lingfield and Dormansland Community Centre where you will assist in the efficient and effective delivery of exciting and expanding council services. You will be accountable to the Clerk and the Council. Hours: 8 per week. Specific hours of work will be agreed with the successful candidate, which will include the attendance of some evening meetings. Some flexibility will be required. This post is offered at NJC scale point 5-8 (£25,583 – £26,824) pro rata, depending on experience, including 23 days annual leave plus bank holidays (Pro-rata) and a contributory pension scheme is available. 
Applications will only be accepted if submitted by means of completed application forms, CVs alone will not be considered. Please complete and submit the Application Form and Application Monitoring Form.  Application forms can be submitted by post or by email.
Closing date: 27th February 2026
Anticipated interview date: TBC







Assistant to the Clerk Job Description
 RESPONSIBLE 
TO the Clerk 
IMPORTANT FUNCTIONAL RELATIONSHIPS 
The Clerk, other members of staff, councillors, contractors and the general public. 
DUTIES AND RESPONSIBILITIES 
· Greeting visitors, contractors and councillors 
· Answering the telephone in a professional and courteous manner and providing general support 
· Organising and scheduling meetings and appointments in liaison with the Clerk and/or relevant Councillors. 
· Helping to manage and coordinate bookings for Council facilities such as the community room, changing rooms etc 
· Maintaining filing systems and contact lists 
· Working flexibly to support and assist the Clerk in order to deliver Council services 
· Assisting in planning and running community events hosted by the Council Carrying out administrative duties such as filing, typing, copying, binding, scanning, writing letters and emails, maintaining computer and manual filing systems etc Using computer software such as word processing, spreadsheets, and databases to prepare reports, memos, and documents etc 
· Using a variety of software packages, such as Microsoft Word, Outlook, Excel, Publisher and Powerpoint etc., to produce correspondence and documents and to maintain presentations, records, spreadsheets and databases 
·  Maintaining and updating the Councils website and Facebook pages and any other social media utilised by the Council 
· Photocopying, printing, data entry, scanning etc 
· Dealing with the post and distributing papers and documents for meetings 
· Handling sensitive and confidential information in an appropriately discrete manner 
· Attending meetings, conferences, seminars and training as required. 
· Assisting the Clerk in obtaining quotes and tenders for the delivery of Council services and purchase of products 
· Undertaking any other duties required by the Council consistent with the level and scope of post.
· When trained, cover the work of the Clerk when they are unavailable This outlines the duties required for the post of Assistant to the Clerk in order to indicate the level of responsibility. It is not a comprehensive or exhaustive list; duties may be varied from time to time which does not change the general character of the job or level of responsibility.
Assistant to the Clerk Person Specification Designation
Assistant to the Clerk Lingfield Parish Council is looking for someone who is reliable, hardworking and flexible with the following attributes: 
· Competency Essential Desirable Qualifications and Training 
·  Literate and numerate to GCSE standard or equivalent 
· Competent I T skills  
· Willing to learn and expected to attend appropriate training courses and learn new skills 
· Experience in general administrative duties and minute taking Abilities 
· Ability to communicate effectively with team members, Councillors and the general public
· Ability to work accurately and to complete tasks within set deadlines 
· Be self-disciplined and able to work well unsupervised and on own initiative 
· Be able to deal with sensitive information in an appropriate and confidential manner 
·  Experience of working in an office and dealing with the general public 
· Ability to work effectively both on your own and in a team Circumstances 
· Willingness to work evenings when the Council or its committees meet 
· Flexible and adaptable to changing and developing circumstances
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