JOB ADVERTISEMENT 

RIBCHESTER PARISH COUNCIL 
 
Vacancy 
Clerk and Responsible Financial Officer to the Council 
 
(PART TIME – 9 HOURS PER WEEK) 
Salary Range: SCP 18-19: £32,578 - £33,119 per annum Rate per hour: SCP £16.89 - £17.17 
 
Ribchester Parish Council is seeking to appoint a first-class experienced administrator with strong financial and communication skills. The successful applicant will be forward thinking and enthusiastic. 

The Clerk has responsibility for all the Council’s functions and will be expected to advise and guide the Council as required. 

Applicants should preferably have a local government background, although applicants from other sectors are welcome to apply. However, strong administration and financial skills are essential due to the statutory nature of the post. 
 
Closing date for receipt of applications is Monday October 5th 2026
 
Application packs can be obtained by e-mail to cllr.yates@ribchesterparishcouncil.co.uk 

Interviews will take place late afternoon / early evening Monday 19th October.

3. APPLICATION PROCESS 
 
Ribchester Parish Council is committed to equal opportunities and welcomes applications from all sections of the community. 
 
Application may be made using either the application form (Appendix C) of the application pack or CV (no more than 2 pages A4), must be accompanied by a covering letter and should be placed in a sealed envelope marked “Private and Confidential - Application for Ribchester Parish Clerk post”. It should be posted or hand delivered to: 
 
Ribchester Parish Chair, 45, Church Street, Ribchester PR3 3YE 
 
Or via email to: cllr.yates@ribchesterparishcouncil.org.uk 
 
The information you provide must: 
 
· Set out how you meet the person specification. 
· Provide clear examples of your previous achievements which link directly to the areas of responsibility in this post. 
· Demonstrate the qualities you would bring to the role of Parish Clerk. 

Applications will be acknowledged by e-mail. We will contact all candidates invited for interview shortly after the closing date. References will not be requested until after interviews.   

CANVASSING OF ANY MEMBER OR OFFICER OF THE COUNCIL WHO IS 
INVOLVED IN THE SELECTION PROCESS WILL DISQUALIFY YOU FROM BEING APPOINTED. 

4. SELECTION PROCESS 

The formal selection process will be by interview which will take place later on October 19th 2026. 
 
An appointment panel will conduct the interviews and will consist of at least three current parish councillors. However, appointments can only be made by full Council. This will be at the next meeting of the Council, following the interviews and receipt of references, and will take into account recommendations from the appointment panel.  
 
Shortlisting 
This will be based on information contained in the application form and covering letter using the person specification and job description as assessment criteria. 
 
Interview 
Candidates will be required to attend an interview at a time to be allocated individually. There will be a minimum of one week’s notice. The interview will last up to an hour. 
 
References 
Formal references will be taken up following interviews. Any offer of employment will be subject to two satisfactory references being received (one from the candidate’s latest employer). 
 
Disabled Candidates 
Any candidate who is disabled can contact Ribchester Parish Council by e-mail (cllr.yates@ribchesterparishcouncil.org.uk) so that reasonable adjustments can be made to the recruitment process as required. 
 
Criminal Convictions 
Failure to declare an unspent criminal conviction may lead to an appointment being terminated. The successful candidate must also disclose any subsequent conviction to the Chair of the Council. 
 
Pre – Employment Checks 
Checks may be made to confirm eligibility to work in the UK and a basic DBS (Disclosure and Barring Service) check may be undertaken for unspent convictions. Original copies of qualifications may be requested.
