
 

 

 

GREAT GLEN PARISH COUNCIL 
 
 

JOB DESCRIPTION – PARISH COUNCIL MANAGER 
 

 

Post title:  Parish Council Manager  
Responsible to:  Full Council  
Responsible for:  •Managing all operational functions of the Council, 

and projects as directed by the Council. 
• Supporting and enabling the efficient and effective 
democratic decision-making function of the council, 
including implementing council decisions 
• Administering the council’s finances effectively to 
ensure the most effective use of public funds 
• Managing all council employees and contractors 
• Working with councillors to ensure that council 
decision making and operation is compliant with all 
statutory requirements  
• Acting as, and effectively delivering all the functions 
of, the Proper Officer/RFO to the Council  
• Building effective working relationships with 
strategic partners and stakeholders. 
 

Date of JD:  September 2020 
Purpose of post:  Providing strategic leadership to manage and 

development council services and facilities within 
Great Glen, working with elected members to 
understand and meet the needs of parishioners. 

 
 
 

 
 



Key Responsibilities and Duties 
 
 

 
Legal compliance 
1. To ensure that statutory and other provisions governing or affecting the running of 

the Council are observed, and that forthcoming legislation and requirements are 
brought to the attention of the council. 

2. To make the Council aware of any breaches of statute or the relevant proper 
practices. 

3. To be responsible for responding to Freedom of Information requests on behalf of 
the Council within specified timescales. 

 
Strategy and Governance 
4. To facilitate the identification and setting of the Council’s strategic priorities, 

including engagement and consultation with parishioners, customers, key 
partners, and stakeholder. 

5. To facilitate a culture of good governance throughout the Council. 
6. To assist in the preparation, development, and implementation of the 

Neighbourhood Plan and any consultations as required. 
7. To manage the provision of an accessible and legally compliant Council website 

which contains appropriate governance information, including that specified by 
statute. 

 
Finance and audit 
8. To ensure the finance and audit function is delivered in line with the proper 

practices contained within “The Practitioner’s Guide” and the Audit and Account 
Regulations. 

9. To prepare capital and revenue budgets with elected members for proper 
consideration and approval by the Council.  

10. To monitor and balance the Council's accounts, including the provision of 
management accounts, and prepare records for audit purposes and VAT.  

11. To ensure that all expenditure is lawful, properly authorised, and 
recorded/reported, including delegated spending. 

12. To ensure that all income is properly received and recorded 
13. To review and revise the Council’s Financial Regulations to ensure they reflect 

current legislation, proper practices, and best practice, and ensure they are 
implemented and followed. 

14. To put in place and monitor appropriate internal controls to protect public money 
and provide value for money. 

15. To assist the Council in ensuring an appropriate internal auditor is in place 
throughout each year, and to prepare and provide the requested documentation 
and information. 

 
Project and Risk Management 
16. To ensure that the Council's obligations for Risk Assessment are properly met.  
17. To prepare and develop appropriate project briefs and ensure they are in place 

for Council to consider as part of the decision-making processes. 
18. To identify and apply for grants for Council projects in line with Council approval. 
19. To arrange safe public events such as the annual Christmas Lights Switch On, and 

Remembrance Day Parade, including liaising with other bodies to ensure a safe 
environment and that all necessary preparations and considerations are made. 

 
Council and committee meetings and their decisions 



20. To prepare, in consultation with appropriate Members, agendas for meetings of 
the Council and its Committees, and ensure that those meetings (including 
associated background papers and minutes) are properly notified and called. 

21. To attend and minute meetings of the Council and meetings of its Committees and 
Sub-Committees, also providing advice and support to aid decision making, other 
than where such duties have been delegated to another Officer. 

22. To bring to the attention of Council and its Committees operational and other items 
which they should consider and act upon, including writing appropriate reports with 
proposals and recommendations for consideration at such meetings. 

23. To advise the Council on its Standing Orders to ensure that they are up to date 
and observed. 
 

Office & staffing 
24. To supervise and manage other council employees as their line manager in 

keeping with the policies of the Council and to undertake all necessary activities in 
connection with their management, including appraisals and maintaining staff files. 

25. To ensure monthly salaries and associated payments to HMRC are prepared and 
paid in a timely and accurate manner, and that appropriate deductions and tax 
codes are applied.  

26. To ensure accurate job descriptions and contracts of employment are in place for 
all staff, and that these are reviewed as appropriate. 

27. To work with council to implement and/or review employment procedures and 
policies as required by statute and NALC/LRALC advice. 

28. To receive correspondence and documents on behalf of the Council and to deal 
with the correspondence or documents or bring such items to the attention of the 
Council, and to issue correspondence as a result of instructions of, or the known 
policy of the Council.   

29. To make the office function of the Council accessible by members of the public, 
either in person or through the digitisation of services and information, in line with 
requirements specified by the Council. 

30. To oversee the Council’s communication function, including preparing press 
releases, preparing the “Great Glen Gazette” Newsletter and other publications, 
and providing content for the Council’s website and social media outlets. 

 
Elected Member Support 
31. To ensure all newly elected-co-opted members receive an induction into the role, 

including key council documents. 
32. To oversee the ongoing professional development of elected members, including 

arranging for the provision of external training as required. 
33. To maintain relevant documentation and records for elected members as required 

by the council and legislation, including but not limited to Declaration of 
Acceptance of Office forms, dispensation requests, training records, meeting 
attendance records, etc. 

 
Open spaces (including cemetery), Assets, and Buildings 
34. To oversee the management of the Council’s open spaces, assets, and buildings, 

including managing contractors where they are used, and ensure a capital budget 
is in place for their repair and replacement. 

35. To act as the Council’s representative on negotiations in respect of land and 
buildings and negotiate with others on the council’s behalf.  

36. To ensure that leases and other negotiations are renewed and charged as 
necessary.  

37. To oversee the discharge of the Council’s responsibilities as a landowner through 
it’s policies, procedures, and practices. 



38. To put in place systems to assist in the implementation of, and compliance with, 
any relevant public health measures. 

39. To maintain and update the Council’s asset register and consider and mitigate any 
risks associated with those assets. 

40. To engage with relevant bodies to ensure that the Council considers biodiversity 
and other environmental concerns in the management of the land, assets, and 
buildings it controls, including appointing wardens where appropriate. 

41. To act as Burials Officer for the council and oversee the effective operation of the 
council’s cemetery, including proper record keeping and liaising with undertakers. 

 
 
Other matters 
42. Any other duties commensurate with the grade and as directed by Council. 

 
 
 

 


