Lyng Parish Council

Part-time clerk vacancy

Enquire first by phone or email

Deadline for written applications is
Thursday 31° January 2019

Contact:

Camilla Davis (Chair)

01603 872769

camillagdavis@gmail.com

Are you an ('.\'])('l‘i('!)(‘('(l administrator who 1s

looking for flexible, part-time work locally?

We are seven councillors looking for a Parish Clerk to

work 6 hours per week for us.

The role immvolves:

e Arranging and atending meetings

* Preparing agendas and writing minutes

* Managing the linances

* Managing the burial ground and allotments

* Dealing with correspondence and phone enquiries from
the public

* Preparing information for the website

The role 1s home-based with atendance at meetings at

Lyng Village Hall around 6-8 times a vear. Training and

support will be provided. If it sounds as though you

would suit this role, we'd love to hear from vou.



