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                         Job Description

	Job Title
	Deputy Town Clerk and Responsible Financial Officer (RFO)

	Reporting to
	Town Clerk

	Responsible for or supervises
	· Business Manager
· Property Manager

	Salary
	SCP 45 – 48 (£59,025 - £63,218) depending on qualifications and experience.
Opportunity to progress linked to qualifications gained. 

Permanent. Full time.

Hybrid working with flexi time.

Term time variations, compressed hours etc considered.

Regular Wednesday evening working required.


Please ensure you refer to the requirements in this document when completing the application form. Shortlisting scoring is based on your ability to demonstrate how you fulfill the requirements and specifications below. 
Overview

We’re looking for an exceptional Deputy Town Clerk and Responsible Financial Officer to join our Senior Leadership Team and play a key role in the Council’s continued development.
The successful candidate will join one of the country’s largest Town Councils, managing a budget of over £4.2m, and supporting our 25 Councillors and up to 80 staff to ensure Weymouth is a great place to live for our 54,000 residents and over 1.25m visitors a year.
We work closely with our communities, elected members, Dorset Council and local organisations to create thriving communities in Weymouth where everyone is proud to live, work, play and visit. As a town council we are responsible for a wide range of services including parks, play areas, open spaces, public toilets, Weymouth beach, allotments, cemeteries, and a wide programme of events.
If you’re a skilled Finance Manager looking for your next career move or just wanting to work somewhere as inspirational as the Jurassic Coast, we’d welcome your application to join our thriving, dynamic Council that welcomes commitment, innovation, and challenge, to help us maintain high standards and continue being a sector leader.

	Job Purpose

	1. 
	To support the strategic leadership of the Council, managing and advising on financial matters.

	2.
	To ensure the sound financial operation of the Council including audit, budgeting, and financial controls, ensuring the Town Council operates in accordance with accounting and statutory requirements.

	3.
	To line manage the Business Manager and Property Manager ensuring sound operation of those two services. 


	4.
	To deputise for the Town Clerk and carry out the statutory and delegated functions of the Town Clerk in their absence.



	Key responsibilities

	1. 
	To carry out the RFO functions ensuring sound strategic and day-to-day financial management. This includes budgets setting, reporting, end of year, audit, banking, VAT, investments, procurement, debt management, insurance, internal control, and risk management. 


	2. 
	To clerk the Finance and Governance Committee.

	3. 
	To ensure the management of data and information in accordance with the local government Transparency Code and GDPR regulations. 



	4. 
	To support the Town Clerk in their role and provide effective cover as and when required.

	5. 
	To maintain an overview of tendering and procurement.

	6. 
	To lead on health and safety across the organisation (negotiable).

	7. 
	To lead on specific projects as directed.

	8. 
	To support and promote the Council’s policies and procedures and values and behaviours in all dealings with staff, members and the public.

	9. 
	To support and report to relevant internal or external partnerships, working groups and customer forums. 

	10. 
	The duties and responsibilities of the post are not restrictive, and the post holder may be required to undertake other duties from time to time.  Any such duties should not however, substantially change the general character of the post. 


Person Specification

	Category
	Criteria
	Essential 
	Desirable 
	How Assessed

	Education, Qualifications & Training
	AAT, CCAB part qualified, or equivalent.
	(
	
	Application form

	
	Educated to degree level or relevant professional qualification.
	
	(
	Application form 

	
	CiLCA Qualified
	
	(
	Application form

	
	Health and Safety qualification e.g. IOSH Leading Safely and Managing Safely
	
	(
	Application form

	Experience
	Significant experience of budget preparation, monitoring, and year end closure
	(
	
	Application form

	
	Experience of local government finance and administration.
	
	(
	Application form/interview

	
	Experience of the GovFinance package, or other local government financial packages.
	
	(
	Application form 

	
	Experience of democratic services or meeting 

management in local government, voluntary or 

the private sector.
	
	(
	Application form

	
	Experience of working in local government at managerial level or above.
	
	(
	Application form/interview 

	
	Experience of people management and team management.
	
	(
	Application form/interview 

	Skills, Abilities & 

Knowledge


	Knowledge of local government statutory and non-statutory frameworks relating to finance and budgeting including audit.
	(
	
	Application form/interview 

	
	Ability to process complex information and 

produce accurate written work
	(
	
	Application form/interview 

	
	Excellent time management, co-ordination and 

organisational skills
	(
	
	Application form/interview 

	
	High level of initiative, self-motivating and ability 

to problem solve.
	(
	
	Application form/interview 

	
	Able to develop close working relationships with 

colleagues, elected councillors, members of the 

public and staff at all levels.
	(
	
	Application form/interview 

	
	Ability to remain calm and act diplomatically in a 

pressurised environment.
	(
	
	Application form/interview 

	
	Capable of using political sensitivity and 

discretion when working in a political 

environment.
	(
	
	Application form/interview 

	
	Effective communication skills both written and verbal.
	(
	
	Application form/interview 

	
	IT literate in standard packages e.g. Word, Outlook, Excel, SharePoint, Teams, use of the internet.
	(
	
	Application form/interview 

	
	An adaptable, flexible, and can-do approach to work,
	(
	
	Application form/interview 

	
	Health and safety, equalities, and environmental awareness.
	(
	
	Application form/interview 

	Other Requirements
	Willingness to attend evening meetings.
	(
	
	Application form/interview 


