Wilby Parish Council
Salary: £12.70 per hour
Hours: 192 per year to include attendance at 6 meetings
For further information contact:
Chair, Steve Lee Steve.lee@wilbypcsuffolk.org.uk
Tel: 07879 482941
Parish Council Clerk & Responsible Officer
Applications are invited for the post of Clerk to Wilby Parish Council, a small rural village near Eye, Suffolk.
The Clerk will be the Proper Officer and responsible for ensuring the Council is acting within current regulations. 
Duties include:
- Attendance at meetings
- Minute taking and distribution
- Ensuring our website is up to date
- Liaising with stakeholders such as district and county councillors
- Responding to correspondence
- Guiding the Council on legislation
- Ensuring accounts are kept up to date, and payments are processed as and when required (once approved by the council)
Computer literacy and internet access are essential. Accounting experience is desirable. The Council may assist the postholder towards a professional qualification.
