SCHEDULE OF COMPETENCIES
CLERK / RESPONSIBLE FINANCE OFFICER

Understands the roles, responsibilities and duties of the council and of the individuals
involved in the work of the council

Is able to carry out research so that the council is well-informed for making decisions
Can manage the implementing of decisions for which the council is responsible

Can organise and maintain effective administrative systems, processes, policies and
records

Can employ a variety of written and oral communication skills including the use of
information and communications technology Can advise the council on its duties and
powers

Can ensure that all statutory requirements are observed including employment law,
Health and Safety, Freedom of Information,

Data Protection and Equality

Is able to establish appropriate and lawful procedures for managing the meetings of the
council and its committees

Can advise the council on statutory requirements and other procedures for maintaining
public confidence in the council

Can advise the council on financial planning and reporting including the preparation and
review of budgets, the management of risks to public money and funding applications
Is able to ensure compliance with proper financial practices including accounts, financial
regulations, audit processes, VAT and procurement

Can support the council in the planning, management, funding and review of projects,
services, assets and facilities

Can manage the employment, performance and development of council staff
Can manage effective relationships with contractors and service users

Can advise the council on its performance as a corporate body ensuring councillors have
opportunities for training and development

Can advise and support the council as it identifies and implements plans for the future of
the community it represents
Can manage and administer the council’s participation in the planning system according

to current planning law, policies and procedures



Can demonstrate an awareness of all aspects of the community served by the council,
recognising and respecting different interests and enabling cohesion

Can help provide all members of the community with opportunities for influencing
decisions that affect their lives

Can facilitate the council’s engagement with the community, managing public relations
and ensuring that the council is transparent in all its actions
Can manage effective partnership working

Can advise and support the council as it facilitates community activity



