
HATFIELD PEVEREL                        
PARISH COUNCIL 

Clerk to the Council

Sarah Gaeta
Parish Council Office
Community Association Village Hall
Maldon Road
Hatfield Peverel

Essex  CM3 2HP
Tel: (01245) 382865 

Email: parishclerk@hatfieldpeverelpc.com
Job Opportunity for an Assistant Clerk (10 hours per week)

Hatfield Peverel Parish Council is looking to appoint an Assistant Clerk.  

The post is part-time and the successful applicant will be required to work 10 hours per week across three mornings (to be agreed), with some out of hours work attending at occasional evening meetings.  
Working within the small office-based team, the post will support the administrative duties of the Parish Council, providing assistance to the Parish Clerk.  This is a varied role offering the opportunity to become involved with the local community and to support the work, events and activities of the Parish Council, in its role as both local authority and Sole Trustee of the Village Hall.  This position will suit someone who has the capacity and motivation to work creatively.

The Parish Council delivers a range of services to and for the local community and the postholder will be expected to work in accordance with Parish Council requirements and policies. 

Salary Scale will be on the NJC LC1 SCP 6-12, starting at SCP6 (£10.24 per hour).

The successful candidate should be able to demonstrate:

· Excellent communication skills - in person, over the phone and via email

· Excellent IT skills 

· Excellent administrative & organisational skills and the ability to work independently when required

· Willingness to contribute to the community

· Willingness to undertake training relevant to the role

Please visit our website to download an Application Pack: 
https://e-voice.org.uk/hatfieldpeverelpc/vacancies/ 
The closing date is Monday 31st May with interviews being held on Monday 7th June.
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