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Hughenden Parish Council is seeking committed applicants to join this ambitious team, working at 
the heart of the Parish Council, and having specific responsibility for the delivery excellent financial 
management as well as providing support for the Clerk. 
 
You will be working with a passionate, positive, and flexible environment with a re-energised team. 
The Council currently consists of 9 helpful Councillors with varied knowledge and experience, all 
working towards the goal of making Hughenden Parish an improved environment for all residents. 
 
We are seeking to appoint a Responsible Financial Officer who can be proactive, innovative, and 
inclusive in decision making. 
 
The postholder will ideally have previous experience of local government and financial management. 
The Council is committed to training and will develop a training program to support the successful 
candidate.   
 
For a full recruitment pack, application form, or an informal chat please call Alice Fisher, 01494 
715296 e-mail  clerk@hughenden-pc.gov.uk  or visit our website www.hughendenpc.gov.uk 
 

Post Title: Responsible Financial Officer  
Location: Remote (with the exception to attend the Council Office and Council meetings for the 
purposes of Year End)  
Responsible to: Clerk 
Hours: Permanent- Part Time, 10 hours per month  
Salary: SCP 21 £15.02 per hour (pro rata)   

 
 

JOB PURPOSE  
 
To be the Responsible Financial Officer for the Council and to appropriately manage its finances. To 
ensure the Council is complying with its statuary duties relating to finance.  
 
 
REQUIRED SKILLS  
• Good general standard of education and numeracy  
• A good standard of IT literacy (knowledge of Microsoft 365, Xero Accounting, Dext, WordPress 

would be advantageous)  
• Ability to communicate with other staff and Councillors   
• Ability to be self-motivated and work remotely with minimum supervision  
• To have a flexible approach to hours of work and day to day duties and responsibilities  
• Be willing to travel to the Council office and Council meetings for the purposes of year end.  
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Main Tasks & Responsibilities   
▪ Year-end financial statements: Prepare the Parish Council’s annual Financial Statements in 

accordance with applicable legislation and guidelines. Within applicable time constraints, 
make the Financial Statements available to Parish Council’s auditors and to provide such 
working papers, explanations and information as the auditors may require to carry out the 
annual audit. Prepare the annual Statement of Internal Control and to seek the Council’s 
approval of such statement every year.  

▪ Management Accounts: Communicate with Azets and Chair of Finance to prepare monthly 
management accounts for presentation to Council, together with explanations of major 
variances. Provide same to the Clerk and investigate discrepancies.  

▪ Annual Estimates: Prepare revenue and capital estimates for the council and to make 
recommendations to the council for the amount to be precepted in the following year. To 
prepare forecasts for subsequent years on a three-year rolling basis.  

▪ Internal Control: Review and monitor the Parish Council’s systems and ensure that proper 
checks and controls are in place. To liaise with the Parish Council’s internal auditor. Carry out 
investigations and prepare reports on an ad hoc basis.  

▪ Risk Management: Devise and implement a system of risk management covering all aspects 
of the Parish Council’s activities. Carry out an annual review of the Council’s risk 
management strategy.  

▪ VAT: Review the Council’s VAT exemption status and, if necessary, to prepare annual 
schedule of exempt inputs. Deal with HM Customs and Excise as required.  

▪ Investments: Comply with the investment strategy. Review periodically and make 
recommendations to Council.  

▪ Meetings: Attend appropriate meetings (normally evening) to provide financial advice.  

▪ Department Budgets: Monitor and ensure implementation of all necessary procedures and 
documentation to ensure appropriate financial management in all departments across the 
Council.  

▪ Asset Register: Ensure that the Council’s Asset Register is maintained in a suitable manner 
to meet auditor’s requirements.  

▪ Leases and Licences: Ensure that a record of all of the Council’s Leases and Licences are 
maintained in a suitable manner to meet auditor’s requirement and are reviewed at 
appropriate times (rent reviews etc.).  

▪ GDPR: Being aware and compliant with General Data Protection Regulations.  

▪ CIL Reporting To keep accurate records of CIL notices and decisions and of the status of 
schemes and compliance with CIL requirements. To provide management information and 
accurate and timely preparation of requested statutory statistical returns as required, CIL 
incomes and expenditures.     

▪ Insurance: To monitor, update and maintain the Councils insurance providers and policies  

▪ Grant Payments: To ensure grant payments are made as soon as possible following approval 
and to publish accordingly.  

 
This job description sets out the main duties of the job as of July 2023. Such duties may vary from 
time to time without changing the general character of the post or the level of responsibilities 
entailed.  


