Rugeley Town Council
Application Pack
Town Clerk

Rugeley Town Council
r/o Rugeley Rose Theatre
Taylors Lane
Rugeley
Staffordshire
WS15 2AA
01889 574074
clerk@rugeleytowncouncil.gov.uk

Employment Opportunity for a qualified Town Clerk
This is an exciting opportunity to lead a team of dedicated staff who support 19
Councillors in Rugeley, Staffordshire. The established team not only works for the
Town Council, but also includes the operation and management of the Rugeley Rose
Theatre.
Rugeley is a market town of approx. 17,000 people on the eastern edge of Cannock
Chase. We are surrounded by beautiful countryside, villages, canals, rivers and the
AONB and yet are only 10 minutes from Lichfield and 20 minutes from Stafford.
The Town Council are looking to recruit a qualified Town Clerk following the
retirement of the current clerk in May 2023. Ideally you will already be a Clerk or
Assistant Clerk with experience in local government work.
There is a need to work with partners and network with neighbouring authorities
and voluntary / community bodies. Rugeley Town Council has already attained
Foundation and Quality level Local Council Awards and is working towards Quality
Gold level.
With a history in mining and energy production, the town used to be dominated by
the Rugeley Power Station. This site is now in the process of redevelopment to
accommodate 2,300 homes and an all through school.

The position would command a salary
of between
LC3 SCP 37 – 41 (£43,516 - £47,573)
pro rata for 25 hours per week.
Closing Date is 4pm Monday 12th December 2022
Shortlisted candidates will make a presentation
to Full Council at 7pm on 25th January 2023.

How to apply:
Please send in an up-to-date CV which clearly demonstrates related experience.
You must also include a comprehensive written letter that addresses how you meet
the requirements of the job description and person specification and what you can
bring to the role.
All shortlisted candidates will be required to make a presentation before Full Council
on the following:
How I will engage Councillors and the community in the
development of the Strategy and Action plan.

Hours of Work:
25 hours per week permanent post. Some evening and weekend work will be
required.
Location:
The position is based in the Town Council offices, behind Rugeley Rose Theatre,
Taylors Lane, Rugeley, Staffordshire, WS15 2AA.
Staffing Structure:

Contact:
If you would like to discuss this position, please contact the current Town Clerk, Hilary
Goodreid, on 01889 574074 or email clerk@rugeleytowncouncil.gov.uk

Job Title
Responsible for
Reports to

Town Clerk
All Staff
Rugeley Town Council

Job Purpose (summarised below)
The Town Clerk is the Proper Officer of the Council and as such is under a statutory
duty to carry out the instructions of the Council and to serve or issue all the
notifications required by law. The Town Clerk will advise the Council on and assist in
the formation of overall policies to be followed in respect of the Councils activities and
in particular to produce all the information required for making effective decisions. The
person appointed will be responsible for the management of staff and resources and
will take the lead on the Council’s major projects.
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To assist the Council to develop and implement a strategic vision for the town
and surrounding area, and to develop the appropriate performance management
methods to monitor their progress.
To regularly review the achievements and objectives with the Council and work
with the Chairs of the appropriate committees to develop action plans to deliver
objectives.
To monitor the policies of the Council to ensure their effectiveness, reviewing
and revising as necessary.
To line manage other members of staff in keeping with the policies of the
Council which includes both direct and indirect supervision.
To ensure effective delegation and allocation of responsibilities and activities to
members of staff.
To ensure the appropriate training of staff and updating of skills to match their
responsibilities and duties in the light of annual appraisals and regular
monitoring.
To advise members on staffing and the staff structure as necessary in order to
meet the objectives of the Council.
To report to the Council on activities in connection with the recruitment of staff,
the management of salaries and conditions of employment.
To advise the Council in relation to its legal obligations including those as an
employer and a service provider, and in relation to Health & Safety.
To alert Members of Council to changes in respect of their statutory and other
responsibilities as Councillors and act as advisor to members on such matters as
required.
To ensure the Council are compliant with all current Health and Safety
guidelines and to update the Council as and when necessary.
To support the work of the Responsible Financial Officer of the Council and
ensure that all the statutory duties are carried out in accordance with the
prescribed timescales.
To review the monthly bank reconciliations prepared by the RFO and to submit
them to the Finance and Management Committee.
In conjunction with the RFO, to ensure that the Council’s annual budget is set
and managed.
To oversee the preparation of the year end accounts, annual report and
supporting statements for audit and completion of the AGAR for the Council’s
External Auditor. To work with the RFO and the Councils Internal Auditor to
carry out ongoing auditing of the Councils financing and to provide the Councils
accounts to support the submission of the AGAR.
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The Clerk will be involved in a 3 part process for making payments on behalf of
the Council. To be responsible for the safekeeping of the payment card.
To identify sources of external funding for projects and partnership work. To
carry out the necessary research to write and submit funding bids to grant
making organisations, including partners and/or stakeholders as required.
To oversee the management of the Council’s Rose Theatre.
To ensure that the Council has a programme of planned maintenance and
inspection and that all statutory duties of a service provider are fulfilled.
To ensure that the appropriate terms and conditions, policies and agreed
working practices for the hire of facilities are in place and that the Council
provides a high quality of service for its customers.
To ensure that the Councils standing orders, financial regulations and risk
assessment are reviewed regularly and in particular to ensure that any changes
required by changes in the law, guidance or best practice are implemented.
To ensure the efficient running of the Town Council offices, reviewing processes
and procedures and updating where necessary, making best use of appropriate
technology.
To ensure the preparation and circulation of agendas and supporting
documentation for meetings of the Council and all its committees and
subcommittees as necessary and to ensure the preparation and circulation of
minutes, notes and reports for approval.
To research matters of interest to the Council, taking advice from specialists in
particular fields and to prepare reports for circulation and discussion by the
Council.
To recommend when external specialist advice is needed and to ensure that the
information is placed before the Council to assist members in making decisions.
To draw up on his/her initiative and as a result of suggestions by Councillors,
proposals for consideration and to advise on the practicalities and likely effect of
specific courses of action. To receive correspondence and documents on behalf
of the Council and to bring all relevant items to the attention of the members.
To issue correspondence as a result of instructions of, or the known policy of the
Council.
To ensure the proper maintenance and safe custody of all Council records, deeds
and documents.
To act as the Councils representative as required, including attending meetings
with key stakeholders and promoting the Council within the local community.
To liaise closely with other Town and Parish Council and where appropriate, to
participate in joint activities.
To represent the Council, and manage staff representation of the Council to
members of the public and ensure that enquiries are dealt with sensitively and
diplomatically.
To work with the Development Manager to ensure management and
maintenance of the Town Council Websites, Facebook, Twitter and Instagram
accounts.
To work with the Development manager to prepare press releases about the
activities of the Council and to respond to ad hoc enquiries from the press.
To prepare for the Annual Town Meeting, ensuring that it provides an
opportunity for local residents to participate.
To ensure that relevant information on the Council and other related matters is
made widely available to members of the public through traditional means such
as the newsletter and noticeboards and also making best use of technology.
To ensure that the Rose Theatre have the necessary practical support to enable
them to hire rooms and hold public events and that the day to day management
of the building operates efficiently.
To have an overview of all Council projects and initiatives.

Personal Accountability
To attend training courses or seminars on the work and the role of the Town
Clerk as required by the Council
To seek out opportunities for personal development and self-improvement and
to continually develop professional skills and knowledge
Values and Behaviours
Encourage and promote the values of Rugeley Town Council and comply with
the required standards of conduct and so promote the Council within the
community by acting with integrity and honesty.

Person Specification
Qualifications
Educated to degree level or equivalent
Educated to at least A level or equivalent
CILCA qualification or the equivalent Local Policy Studies certificate
from the University of Gloucester
A recognised qualification in Management and Leadership
A recognised qualification in Project Management
Knowledge & Skills
Excellent written and oral communication skills
Strong analytical skills
General administration skills
Project Management skills
Ability to manage and implement change
Managing meetings within set regulations and to an agenda
Ability to communicate complex issues to a range of audiences
including non specialists
Ability to anticipate future needs as well as deliver on current
priorities
Use of IT systems including Microsoft Office
Knowledge of Social Media
Ability to build effective working relationships with Council
members, staff and a range of stakeholders
Knowledge of the statutory duties of a local council
Knowledge of current employment and Health and Safety
legislation
Practical experience of local government financial procedures
Work Experience
At least 3 years experience in a similar role
Experience of a leadership role in a complex organisation
Experience of managing a property portfolio
Procurement of goods and services within predetermined budgets
Project Management, delivering results to an agreed timescale and
within budget
Managing and developing staff
Leading a team, inspiring and empowering colleagues
Developing solutions to a range of practical and technical problems
Experience of working in a successful customer service
environment
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Independent decision making, applying judgment to refer decision
making where necessary
Delivery of agreed corporate objectives
Behaviours and Characteristics
Focussed on solutions rather than problems
Ability to work flexible hours including evenings and weekends
where required
Ability to inspire confidence in key stakeholders
Ability to motivate and inspire staff to drive up standards
Hold a full driving licence
Strong interpersonal, negotiating and mediating skills
Confident in speaking and presenting in public
Energy, enthusiasm and commitment













