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Assistant Parish Clerk and Operations Officer
Benson Parish Council

Based at Parish Hall Sunnyside, Benson OX10 6LZ
30-37 hours per week by negotiation, flexible working including occasional evening meetings (will consider 30 hours for the suitable candidate)

Salary: £33,143-£34,434pa (NJC PayScale 21-23) pro rata dependent upon experience and subject to pending pay increase. 
Closing date-Friday 17th July. 
Benson Parish Council is seeking a motivated, highly organised and proactive individual to join our team in this varied and rewarding role.
About the Council
The Council plays a key role in delivering local services and managing community assets, including many green spaces, allotments and two main buildings with hireable spaces, and a further one to come next year. As an ambitious and forward-thinking authority, it is actively involved in community development, place-making and improving quality of life for residents.
About the Role
The role focuses on managing the hall, hirers and booking system; supporting the grounds team to deliver services for the community; and assisting the Clerk with projects, priorities and events.
We are looking for someone who thrives on delivery, enjoys variety and wants to make a visible difference in a growing and ambitious community. From coordinating projects and improving services to supporting governance and helping deliver major council priorities. 
Main responsibilities.
· Manage the Scribe Hall hire booking and invoice system,
· Manage the Halls, customers and external facilities contractors.
· Manage the facilities and staff.
· Support the Halls Committee, who meet every 6-8 weeks. 
·  Work closely with office and outdoor teams to improve delivery and organisational effectiveness. 
· Manage the allotment sites.
· Coordinate delivery of council projects, priorities and services. 
· Support community initiatives, events and strategic projects. 
· Support the parish clerk in all aspects of Council.
No two days are the same, making this an ideal opportunity for someone who enjoys a varied, fast-paced and rewarding role.
The successful candidate will have
Previous relevant experience within local government, parish councils or a similar governance environment.
Strong administration and organisational skills.
Excellent written and verbal communication skills.
The ability to work independently and manage priorities effectively.
Strong IT skills including Microsoft 365.
A calm, professional and diplomatic approach.

	Criteria
	Essential
	Desirable

	Previous administration experience
	Yes
	

	Professional written and communication skills
	Yes
	

	Experience in managing people
	Yes
	

	Good IT skills, including Microsoft 365
	Yes
	

	Ability to work independently and manage priorities. 
	Yes
	

	Experience dealing with members of the public
	Yes
	

	Experience with projects/events.
	
	Yes

	Experience of local government/parish council work
	
	Yes

	Community engagement experience
	
	Yes


Please send the completed application form, together with your CV to clerk@bensonpc.org.uk



APPLICATION FORM-Benson Parish Council.
Private and Confidential 
Please complete all sections below and return the form together with a CV.

Candidate information 
 
	 Post applied for: 
	 Assistant Clerk and Operations Officer 

	 Full Name: 
	 

	 Address: 
  
 
 
	 
 

	Telephone Number (home or mobile):  
	

	Email address  
	                                


 
Employment 
 
	Present/most recent employment: 

	Name and address of employer 
	 Position held 
	 Summary of duties 

	 
 
 




	 



	 

	Notice Period-
Current salary-

	Previous employment (please give your latest employment first, and explain any periods not accounted for). Continue on a separate sheet of paper if needed)

	Dates
	Name and address of employer
	Position(s) held and Summary of duties 

	
 
 
 
 










 

	 


























	 


Education 
 
	School/college/ university/further education 
	Subjects studies 
	Results/grades 

	 












	

	


General 
 
	Are you entitled to work in the United Kingdom?  
If you are called for interview you will be required to provide documents to show that you are entitled to work in the UK. 

	Have you any criminal convictions you should disclose?  If so, please give details (other than for spent convictions under the Rehabilitation of Offenders Act 1974, see explanatory notes) 

 
 
 


 
 
	Please use the space below to explain why you are applying for this post and to give any additional information you feel may be relevant to your application.  Please include any voluntary/social/sports or statutory activity where skills and experience have been gained that may assist you in your application.  You may continue on a separate sheet of paper if necessary.  You are advised to use the Job Description and Person Specification as an indicator of the skills, experience and attributes that are required.  
 
 
 


























Benson Parish Council, Parish Hall Sunnyside Benson OX10 6LZ
Email- clerk@bensonpc.org.uk Tel-01491 825038.
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		References
Please give the name, address and telephone numbers of two referees.  At least one should be your present or most recent employer.  Please indicate in what capacity you know the referees. 

	Name:   
 
Position:  
 
Address:  
 
 
Post Code:  
Telephone number:  
E-mail address: 
 
 
Capacity:  
	Name:  
 
Position:  
 
Address: 
 
 
Post Code:  
Telephone number:   
Email address: 
 
 
Capacity:  



 
	May references be taken up prior to interview (please indicate)?             Yes / No 

	When would you be available to take up appointment? 

	Please advise of any reasonable adjustments to be made for completion of your application form or for interview. 

	Please advise if you are related to any councillor or employee of Benson Parish Council 



 
Please check that all sections of this application form have been completed. 
 
	Declaration: 
I hereby declare that, to the best of my knowledge, the information given on this form is correct and complete and can be treated as part of any subsequent contract of employment.  I understand that if any statement is false or misleading, or if I have withheld relevant information, my application may be disqualified or, if I have already been appointed, disciplinary action may be taken which may result in dismissal.  This declaration does not affect my rights under the Rehabilitation of Offenders Act 1974. 
 
Signed: ………………………………………………               Date: ……………………….. 
 

	Please return this form to Benson Parish Council, Benson Parish Hall, or by email to clerk@bensonpc.org.uk by 12 noon, on 10th August.  Please quote reference ‘Clerk vacancy’ on the envelope/e-mail subject field. 
 
Interviews will be held shortly afterwards.  

	FOR OFFICE USE ONLY: 
 
Received                                                                 Decision 
 
 
Interview Date                                                     Decision 
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